U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



General 



A-04-001- 

01a 

Description 



Disposition: 



DispAuthNo: 



Official Personnel Files 

a. Foreign Service Administrative Folders on separated FS employees. Official 
personnel actions and related administrative records of Foreign Service employees, 
excluding performance ratings and related records, documenting their service with 
the Department and any prior Federal service. 

Retire to National Personnel Records Center (NPRC), St. Louis, 1 year after 
separation of employee. 



GRS 1 , item 1 



Date Edited: 



4/1/1999 



A-04-001- 
01b 



Official Personnel Files 



Description 



Disposition: 



DispAuthNo: 



b. Foreign Service Performance Folders on separated Foreign Service 
Employees. Performance ratings, commendations, training reports, Inspectors' 
reports, official reprimands, end use summary reports, etc., of Foreign Service 
employees. 

Retire to RSC 1 year after separation of employee. Destroy 15 years after 
separation. 



NN-1 74-29 



Date Edited: 



4/1/1999 



A-04-001- 
01c 

Description 



Disposition: 



DispAuthNo: 



Official Personnel Files 

c. Official Personnel Folders of Civil Service Employees. Consists of record copies 
of documents covering their entire Federal service as prescribed in the Federal 
Personnel Manual and related Departmental guidelines. 

Retire to NPRC, St. Louis, 30 days after separation. NPRC will destroy 75 years 
after birth date of employee or 60 years after the date of the earliest document in 
the folder if the date of birth cannot be ascertained, provided the employee has 
been separated for at least 5 years. 



GRS 1 , item 1 



Date Edited: 



4/1/1999 



A-04-001-02 


Reserved 




Description: 






Disposition: 






DispAuthNo: 


Reserved 


Date Edited: 6/26/2003 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-001-03 Official Personnel Folder - Policy and Precedent File 

Description: Includes files relating to content and use of Official Personnel Folders, including 

such matters as employee taxes, emergency visitation, travel, court appearances, 





legal opinions, proposed changes to FAM, retirement, etc. 


Disposition: 


Retire inactive files to Personnel Policy Reference File (PER/MGT/RR). 


DispAuthNo: 


NC-59-75-5, item 1a Date Edited: 4/1/1999 


A-04-001-04 


Personnel Files Survey Records 


Description: 


Background and studies for the reorganization of the PER files including reports 




and recommendations, approved plans for implementing the files project, progress 




reports, disposal authorizations, etc. 


Disposition: 


Retire inactive files to Personnel Policy Reference File (PER/MGT/RR). 


DispAuthNo: 


NC-59-75-5, item 1b Date Edited: 4/1/1999 


A-04-001-05 


Reserved 


Description: 




Disposition: 




DispAuthNo: 


Reserved Date Edited: 6/26/2003 



A-04-001-06 Overseas Employment (OE) Claims. 

Description: Claims by current or former FSN employees pertaining to personnel issues 

requesting compensation. Consists of a wide variety of copies of claim forms and a 
wide range of copies of personnel paperwork that may cover several decades. 
Contains copies of: correspondence, personnel forms, superior's reports of injury, 
request for change of classification or designation, unpaid compensation, etc. Also 
contains copies of official records, legislation enacted by Congress, legal 
documents supporting relationship of claimant to the FSN, agency's investigation of 
claim, recommendations, and final decisions. 

a. Recordkeeping copy (paper.) 



Disposition: 
DispAuthNo: 



TEMPORARY: Retire to RSC 1 year after all claims in folder have been totally 
resolved on that individual. Destroy when 7 years old. (N1 -59-88-30) 



N1 -59-00-1 4, item 7a 



Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-001- 
06b 

Description: 



Overseas Employment (OE) Claims. 



Records created by electronic mail and word processing applications. 



Disposition: 



DispAuthNo: 



B. Electronic version 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. (N1 -59-88-30) 



N1 -59-00-1 4, item 7b 



Date Edited: 



1/14/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 


Employment 




A-04-002- 
01a 


Recruitment and Employment General Subject Files. 


uescnption. 


oorresponaence, reports ana otner rGTGrGncG material pertaining to tne operation 




and administration of recruitment and employment functions. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 10 years old. (NC1 -59-80-5, item 1) 


DispAuthNo: 


N1 -59-00-07, item 1a n a te Edited- 9/7/2001 


A-04-002- 


Recruitment and Employment General Subject Files. 


01b 




Description: 


Correspondence, reports and other reference material pertaining to the operation 




and administration of recruitment and employment functions. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 1 b Date Edited: g/7/2001 


A-04-002-02 


Applicant Control Card (DS-905) 


Description: 


Card reference file containing information on status of applicant while being 




processed for employment. 


Disposition: 


Destroy when no longer needed tor reference purposes. 


UlspAUtnNO. 


NN-173-128, item 1 Date Edited: 4/1/1999 


A-04-002- 


Trip Files. 


03a 




Description: 


Correspondence, reports and other documentation of recruitment trips, 




conferences, and speaking engagements. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 5 years old. (NC1 -59-80-5, item 2) 


DispAuthNo: 


N1 -59-00-07, item 2a Date Edited: g/7/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-002- 
03b 

Description 



Disposition: 



DispAuthNo: 



Trip Files. 

Correspondence, reports, and other documentation of recruitment trips, 
conferences, and speaking engagements. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-07, item 2b 



Date Edited: 



9/7/2001 



A-04-002- 
04a 

Description 



Disposition: 
DispAuthNo: 



Applicant Files. 

Delegated agreements and related records created under the authority of 5 U.S.C. 
1 104 between the OPM and agencies, allowing for the examination and certification 
of applicants for employment. Files include applications for employment (SF-171 or 
similar form) related forms, and correspondence, i.e. students. 

a. Cancelled and ineligible applications for positions filled from a register or 
inventory. Such documents include Optional form (OF) 612, resumes, supplemental 
forms, and attachments, whether in hard copy or electronic format. 

TEMPORARY. Cut off annually. Destroy 1 year after cutoff 



GRS 1 , item 33k 



Date Edited: 



10/13/2010 



A-04-002- 
04b(1) 

Description 



Disposition: 



DispAuthNo: 



Applicant Files. 

Delegated agreements and related records created under the authority of 5 U.S.C. 
1 104 between the OPM and agencies, allowing for the examination and certification 
of applicants for employment. Files include applications for employment (SF-171 or 
similar form) related forms, and correspondence, i.e. students. 

b. Eligible applications for positions filled from a register or inventory, including OF 
612, resumes, supplemental forms, and attachments, whether in hard copy or 
electronic format. 

(1) On active register or inventory. 

TEMPORARY. Destroy 90 days after termination of the register or inventory, 
(except for those applications that may be brought forward to a new register or 
inventory, if any). (N1-GRS-02- 



GRS 1, item 1 item 331(1) [el-o 



Date Edited: 



10/13/2010 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-002- 
04b(2) 

Description: 



Disposition: 
DispAuthNo: 



Applicant Files. 

Delegated agreements and related records created under the authority of 5 U.S.C. 
1 104 between the OPM and agencies, allowing for the examination and certification 
of applicants for employment. Files include applications for employment (SF-171 or 
similar form) related forms, and correspondence, i.e. students. 

b. Eligible applications for positions filled from a register or inventory, including OF 
612, resumes, supplemental forms, and attachments, whether in hard copy or 
electronic format. 

(2) On inactive register or inventory. 

TEMPORARY. Cut off annually. Destroy 1 year after cut off. 



GRS 1 , item 331(2) [el-two] 



Date Edited: 



10/13/2010 



A-04-002- 
04c 

Description 



Disposition: 
DispAuthNo: 



Applicant Files. 

Delegated agreements and related records created under the authority of 5 U.S.C. 
1 104 between the OPM and agencies, allowing for the examination and certification 
of applicants for employment. Files include applications for employment (SF-171 or 
similar form) related forms, and correspondence, i.e. students. 

c. Ineligible or incomplete applications for positions filled by case examining. Such 
documents include OF 612, resumes, supplemental forms, whether in hard copy or 
electronic format. 

TEMPORARY. Cutoff annually. Destroy 2 years after cutoff. 



GRS 1 , item 33m 



Date Edited: 



10/13/2010 



A-04-002- 
04d 

Description 



Disposition: 
DispAuthNo: 



Applicant Files. 

Delegated agreements and related records created under the authority of 5 U.S.C. 
1 104 between the OPM and agencies, allowing for the examination and certification 
of applicants for employment. Files include applications for employment (SF-171 or 
similar form) related forms, and correspondence, i.e. students. 

d. Eligible applications for positions filled by case examining that either are not 
referred to the hiring official or are returned to the examining office by the hiring 
official. Such documents include OF 612, resumes, supplemental forms, and 
attachments, whether in hard copy or electronic format. 

TEMPORARY. Cut off annually. Destroy 2 years after cutoff. 



GRS 1 , item 33n 



Date Edited: 



10/13/2010 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-002-05 


Dossiers - Successful Career (FSO) Candidates 


Description: 


Consists of correspondence, working papers, forms and other documentation 




develooed in the course of ore-emolovment orocessina 

V«/ w N-/ 1 XX XX \^ III 11 1 \/ W W* 1 XX XX XX 1 K/ 1 XX XX III KX 1 XX Till XX 1 1 L IX 1 XX XX XX XX XX III X^ ■ 


Disposition: 


Destroy 10 years after year in which appointment is made. (NN-173-128, item 2) 


DispAuthNo: 


NC1-59-80-5, item 3 Date Edited: 4/1/1999 


A-04-002-06 


Dossiers - Unsuccessful Career (FSO) Candidates 


Hoc f k i r\ t i n ■ 

U6ocnpiion . 


Inoh iHoc pnrrocnnnHonpo w/nrkinn na no re aoolioationc ctatomontc of roaenne for 
II lUIUUco OUI 1 tJofJUl IUCI VVUIrVlliy fJdfJolo, Cl[J[JIIUclLIUI lo, oLcUcM I IcM I Lo Ul 1 caoUl lo IUI 




wpntinn tn inin thp Fnrpinn ^prx/iop pi itnhinnrpnhio Hpfp pnrl npnpl rpnnrt 
vvai i lii ly lvj jui 1 1 li ic i \ji ciy 1 1 uci v iuc , auiuuiuy i cxyj\ i iv_» ucilci, cii iu \jo.\ ici i cpui l. 


Disposition: 


Destroy 10 years after year in which exam is given. (NN-173-128, item 3) 


DisoAuthNo" 


NC1 -59-80-5, item 4 Date Edited: 4/1 /1 999 


A-04-002- 


nocciprQ-Forpinn ^ptx/ipp Rpannnintmpnt f^anHiHatPQ 

L/UoOlCIo r Ul Cl^l 1 UCI VIV/C I1CCJ [J [^Vy 1 1 1 11 1 Id 11 VsCII III lUCllCd- 


07a(1) 




Description: 


a. Dossiers of Foreign Service Reappointment Candidates who took the oral 




examination. Correspondence and other documentation concerning reappointment 




to the Foreign Service including Qualifications Evaluation Report and report of oral 




examination. 




(\) necoruKeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after the year of reappointment for transfer 




to WNRC. Destroy when 7 years old. 


DispAuthNo: 


N1 -59-00-07, item 3a(1) Date Edited: 9/7/2001 


A-04-002- 


Dossiers-Foreign Service Reappointment Candidates. 






Description: 


a. Dossiers of Foreign Service Reappointment Candidates who took the oral 




examination. Correspondence and other documentation concerning reappointment 




to the Foreign Service including Qualifications Evaluation Report and report of oral 




examination. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 3a(2) Date Edited: 9/7/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-002- 


Dossiers-Foreiqn Service Reappointment Candidates. 


07b(1) 




Description: 


b. Dossiers of Foreign Service Reappointment Candidates who did not take the oral 




^B* » M *B» ■ ~I_J~1_ ■ I^BA ^B> J" ■ I^BA ^ j»» U la a »p«» » UB. » I^BA 4-J > I^BA «B> j— » I^BA J-J X Lb> «»■ . U — » B ■ UBa^BI ^B. I^B> X j— » X ■ 1^B> ^B* j»» l^B. ^B. U UB> ■ UB> «U aj a «»■ » -«B> UB. UB. » ■ MBA X LX1 a«B. UB> X 

examination, Correspondence ana other documentation concerning reappointment 




lu Li ic nuiciyii ociviuc niuiuuiiiy wucimmucuiui io l_. vdi udiiui i riepuiL. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy 2 years from the date of most recent documentation. 


DisoAuthNo" 

fc^ I *J K/ * » Willi w\f m 


kh cn c\r\ r\"7 i+^m ok/H \ 

N1 -59-00-07, item 3b(1 ) Date Edited: 9/7/2001 


A-04-002- 


Dn^^ipr^-Fnrpinn ^pn/ipp Rpannnintmpnt HanHiHatPQ 

L/uodicio i vsid^ii oci vii/C Yv^ayj y/yjti i n i ici 1 i vscii ivi i victims* 


07b(2) 




Description: 


b. Dossiers of Foreign Service Reappointment Candidates who did not take the oral 




examination. Correspondence and other documentation concerning reappointment 




to the Foreign Service including Qualifications Evaluation Report. 




(-cj tiectronic version ot records created oy electronic man ano wora processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 3b(2) Date Edited: 9/7/2001 


A-04-002-08 


Pre-employment Correspondence - Successful Applicants (Excluding those 






Description: 


Correspondence, forms, form letters, telegrams, etc., concerning applications for 




employment, security and medical clearances, job requirements, status of 




application, etc. Includes chronology sheets, interview reports, and Applicant 




Processing Form. 


Disposition: 


Destroy 2 years after applicant has been appointed. 


DispAuthNo: 


NN-173-168, item 1 Date Edited: 4/1/1999 


A-04-002-09 


Affirmative Action System 



Description: Affirmative Action Master - An on-line information system used to track the 

employment process of screened applicants to the Foreign Service for Affirmative 
Action purposes. Data includes personal information about the applicant. 



Disposition: Destroy when active agency use ceases. 



DispAuthNo: 



NC1 -59-83-4, item 1 



Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-002-10 
Description: 



Disposition: 
DispAuthNo: 



Foreign Service Nationals Master 

Position Control System - An on-line information system containing information on 
each foreign national employed by the State Department and is used to make 
resource decisions for overseas posts. Data includes name, position identification, 
location, grade level, skill codes, and salary. 



Destroy when active agency use ceases. 



NC1 -59-83-4, item 22 



Date Edited: 



4/1/1999 



A-04-002- 
11a 

Description: 



Disposition: 
DispAuthNo: 



Dossiers-Foreign Service Non-career Appointees. 

Includes correspondence and other documentation concerning appointment to the 
Foreign Service outside the examination process. 

a. Recordkeeping copy (paper). 

TEMPORARY: Destroy 2 years from the date of most recent documentation. 



N1 -59-00-07, item 4a 



Date Edited: 



9/13/2001 



A-04-002- 
11b 

Description: 



Disposition: 



DispAuthNo: 



Dossiers-Foreign Service Non-career Appointments. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-07, item 4b 



Date Edited: 



9/13/2001 



A-04-002- 
12a 

Description 



Disposition: 



DispAuthNo: 



Recruitment and Employment Policy and Procedure Files. 

Correspondence, reports, reference material, policy documentation, and procedural 
matters relating to the development and administration of Recruitment and 
Employment. 

a. Recordkeeping copy (paper). 

PERMANENT: Retire to RSC when 10 years old for transfer to WNRC. Transfer 
to NARA when 20 years old. 



N1 -59-00-07, item 5a 



Date Edited: 



9/13/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-U4-UU2- 


Kecruitment and employment roiicy and procedure Mies. 


12h 




uescription. 


u. electronic version ot recoras createa uy electronic man ana wora processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 5b Date Edited: 9/1 3/2001 


A-04-002- 


Diplomat-in-Residence General Subject Files. 


13a 




Description: 


Consists of general information regarding the Diplomat-in-Residence Program, 




i ■ ■ i a ■ ■ r f ■ ■ i i a ii i ■ ■ ■ i 

correspondence with university officials regarding the program, participants report 




nn thp nrnnram 

KJ\ \ LI IC |JI uy 1 all 1. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 3 years old. 


DispAuthNo: 


N1 -59-00-07, item 6a Date Edited: 9/13/2001 


A-04-002- 


Diplomat-in-Residence General Subject riles. 


13h 




Description: 


d. Liectronic version ot recoras created oy electronic man ana wora processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 6b Date Edited: 9/13/2001 


A-04-002- 


Diplomat-in-Residence Case Files. 


14a 




Description: 


Correspondence with university and ambassador regarding appointment of 




Diplomat-in-Residence, and reports on evaluation of activities on campus. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 3 years old. 


DispAuthNo: 


N1 -59-00-07, item 7a Date Edited: 9/14/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-002- 
15b 

Description 



Disposition: 



DispAuthNo: 



Diplomat-in-Residence Case Files. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-07, item 7b 



Date Edited: 



9/14/2001 



A-04-002- 
16a(1) 

Description 



Disposition: 



DispAuthNo: 



Drug Testing Program Files. 

Drug testing program records created under Executive Order 12564 and Public Law 
100-71 , Section 503 (101 Stat. 468), EXCLUDING consolidated statistical and 
narrative reports concerning the operation of agency programs, including annual 
reports to Congress. 

[NOTES: (1) Disciplinary action case files pertaining to actions taken against 
employees for drug use, drug possession, failure to comply with drug testing 
procedures, and similar matters are covered by GRS 1 , item 30b, which authorizes 
destruction of records between 4 and 7 years after the case is closed. (2) Any 
records covered by item 040509 a-e that are relevant to litigation or disciplinary 
actions should be disposed of no earlier than the related litigation or adverse action 
case file(s)] 

a. Drug test plans and procedures, [Excluding documents that are filed in "records 
sets" of formal issuances (directives, procedures, handbooks, operating manuals, 
and the like)]. Consist of copies of plans and procedures, with related drafts, 
correspondence, memoranda, and other records pertaining to the development of 
procedures for drug testing programs, including the determination of testing 
incumbents in designated positions. 

(1) Recordkeeping copy (paper). 

TEMPORARY: Destroy when 3 years old or when superseded, obsolete, or no 
longer needed, whichever is later. [See note (2).] 



GRS 1 , item 36a 



Date Edited: 



11/6/2001 



A-04-002- 
16a(2) 

Description: 

Disposition: 
DispAuthNo: 



Drug Testing Program Files. 

a. (2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



GRS 1 , item 43a 



Date Edited: 



11/6/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-002- 


Drug Testing Program Files. 


1 OU^ 1 ) 




Description: 


b. Employee Acknowledgment of Notice Forms 




Files contain forms completed by employees whose positions are designated 




sensitive for drug testing purposes acknowledging they have received notice that 




they may be tested. 




(1) Recordkeeping copy (paper). 


Disposition: 


\ LMrUnAHY. uestroy wnen employee separates trom testing designated 




oosition TSee note (2) 1 

K-/ X^ X^ 1 11 X^ lis 1 X^ X^ X^ 1 1 X^ IV \ / " 1 


DispAuthNo: 


GRS 1 , item 36b Date Edited: 1 1/6/2001 


a n/i nno 


urug lesung program rues. 


16b(2) 




Description: 


b. (2) Electronic version of records created by electronic mail and word processing 




applications. 


Disoosition: 


TEMPORARY - Destrov/delete within 180 davs after recordkeeoina codv has been 

1 L— 1 V 1 1 X,^ I \i % 1 VI m V«/ v—» LI X^ V / X^ X^ 1 X^ L >-/ II III III 1 1 X^ \S X^ \-A. J V_-» XA 1 L X^ 1 1 X^ VV 1 X^ ■ » N-* X> III X<i vv » II N-* X^ 1 1 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1 1/6/2001 


A-04-002- 


Drua Testina Proaram Files. 

M^ I %A \A ■ X^ %J II 1 1 xj I I XV I 141 III I I \* x^ ■ 


16c(1) 




Description: 


1 ■ ■ /^\ 1 Ml" M^^ M 

c. Selection/Scheduling Records. 




Records relating to the selection of specific employees for testing and the 




scheduling of tests. Included are list of selectees, notification letters, and testing 








(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 3 years old. [See note (2).] 


DispAuthNo: 


GRS 1 , item 36c Date Edited: 1 1/6/2001 


A-04-002- 


Drug Testing Program Files. 


16c(2) 




Description: 


c. (2) Electronic version of records created on electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1 1/6/2001 
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A-04-002- 

m » XA ■ XA XA 


Drua Testina Proaram Files. 

M XJ ■ XA XA «■ ■ ■ Xj ■ ■ XA Xfl ■ X* 111 ■ ■ ■ XA XA ■ 


16d(1) 




Description: 


1 A™\ 1 r a^ ■ ■ i 

d. Chain of Custody Records. 




Records relating to the collection and handling of specimens. Consist of forms and 




other records used to maintain control and accountability ot specimen trom the 




nnint nf pnllpptinn tn thp final HiQnnQitinn nf thp Qnprimpn 
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(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 3 years old. [See note (2).] 

J A L \ / J 


DispAuthNo: 


GRS 1 , item 36d(2) Date Edited: 1 1/6/2001 

mt^r XmI X XA mmXmI ■ X XA Xm ■ » 
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urug lesting program rues. 


16d(2) 




Description: 


d. (2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 

^^^^ ™ ^^^^ ^^^^ ™ ^ ™ ™ ™ ™ 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1 1/6/2001 


A-04-002- 


Drug Testing Program Files. 


16e(1)(a) 




Description: 


e. Test Results 




Records documentina individual test results Included are reoorts of testina 

1 » XA W 1 XAJ XA XAJ XA XA wl III XA 1 1 LI 1 1 X.J III XAJ 1 V 1 XAJ U wli 1 L \/ v— » L 1 XA XA wl 1 L W ■ III XA 1 U XAJ XA XAJ M 1 XA 1 XA K/ XA 1 LXA XA 1 L XA XA LI 1 1 X^ ■ 




notifications of employees/applicants and employing office documents relating to 




follow-up testing. 




(1) Positive Results. 




(a) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 1 year old for transfer to WNRC. Destroy 




when 10 years old. 


DispAuthNo: 


GRS 1 , item 36e(1) Date Edited: 1 1/6/2001 
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A-04-002- 


Dnin Tpstinn Prnnram FNpq 

L^l 1 COIN llj rl UVjl Ulll 1 IICOi 


16e(1)(b) 




Description: 


e.(1) 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1 1/6/2001 


A-04-002- 


Dnin Tpstinn Prnnram FNpq 

Ul 1 COUIIVJ I 1 UIJI CIIII 1 1 ICOi 


16e(2)(a) 




Description: 


e. (2) Negative Results. 






Disposition: 


TEMPORARY: Destroy when 3 years old. 


DispAuthNo: 


GRS 1 , item 36e(2) Date Edited: 1 1/6/2001 


A-04-002- 


Drua Tpstina Proaram Files 


16e(2)(b) 




Description: 


e. (2) 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1 2/1 9/2003 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Board of Examiners of the Foreign Service 



A-04-003- 
01a 

Description: 
Disposition: 



DispAuthNo: 



FSO Written Examination Master File. 



Consist of one copy of the FSO Written Examination for each year. 

PERMANENT: Retire to RSC every 5 years for transfer to the WNRC. Transfer to 
the National Archives when 25 years old. (NC1 -59-80-20, items 1a & 1b) 



N1 -59-00-07, item 9 



Date Edited: 



6/1 8/2007 



A-04-003- 
02a 

Description: 
Disposition: 

DispAuthNo: 



Master File of Agenda and Minutes of the Board of Examiners of the Foreign 
Service. 

a. Recordkeeping copy (paper). 

PERMANENT: Retire to RSC when 10 years old for transfer to WNRC. Transfer 
to National Archives when 25 years old. 



N1 -59-00-07, item 10a 



Date Edited: 



9/10/2001 



A-04-003- 
02b 

Description 



Disposition: 



DispAuthNo: 



Master File of Agenda and Minutes of the Board of Examiners for the Foreign 
Service. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-07, item 10b 



Date Edited: 



9/12/2001 



A-04-003- 
03a 

Description 



Disposition: 



DispAuthNo: 



Examination General Subject Files. 

Arranged by subject. Includes correspondence and memoranda relating to 
preparation and grading of Written Examination by a contract testing service; 
procedures for oral examinations; lists of candidates designated for appointment; 
press releases or other publicity on examinations; and any other pertinent reports or 
studies. 

a. Recordkeeping copy (paper). 

PERMANENT. Retire to RSC when 5 years old for transfer to WNRC. Transfer to 
the National Archives when 25 years old. (NC1 -59-80-20, item 3) 



N1 -59-00-07, item 11a 



Date Edited: 



9/10/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003- 


Examination General Subject Files. 


03b 




Description: 


Arranged by subject. Includes correspondence and memoranda relating to 




preparation and grading of Written Examination by a contract testing service; 




procedures for oral examinations; lists of candidates designated for appointment; 




press releases or other publicity on examinations; and any other pertinent reports or 




studies. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 11b Date Edited: 9 / 12 /2001 


A-04-003-04 


Readers' Reoorts on Written Examinations 


Description: 


Master File of Reports. 


Disposition: 


Permanent. Retire to RSC when 5 years old. Transfer to National Archives when 


20 years old. 


DisoAuthNo: 


NC1 -59-80-20, item 4a Date Edited: 4/1/1999 


A-04-003-05 


Summary and Oral Examination Rating Sheets 


Description: 




Disposition: 


Destroy 5 years after date of examination. 


UlSpAUiniMO. 


NN-1 71 -1 71 , item 2 Date Ed j t ed: 4/1 1\ 999 


A-04-003-06 


Candidate Card Record, 1960 


riper* fintin n ■ 


Marhinp nrnrliirprl rarrl rprnrrta nf ranrlirlatp^ whn ha\/p takpn thp writtpn 
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examination for appointment as a Foreign Service Officer. Shows date, type of 




examination taken and scores. 


Disposition: 


Destroy when 3 years old. 


DispAuthNo: 


NC1 -59-83-6, item 1b Date Edited: 4/1/1999 


A-04-003- 


Application for Designation to Take Written Examination - Includes 


07a 


applications, biographic and other data submitted by candidate 


Description: 


a. Applicants ruled ineligible to take or who are designated to take the written 




examination but withdraw or fail to appear for examination. 


Disposition: 


Destroy 6 months from date of examination. 


DispAuthNo: 


II-NNA-400, items 9a & 9b Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003- 


Application for Designation to Take Written Examination - Includes 


07b 


applications, biographic and other data submitted by candidate 


Description: 


b. Applicants who fail to pass written examination. 


Disposition: 


Destroy 1 year after date of examination. 


DispAuthNo: 


II-NNA-400, item 9c nato cnitoH- 4/1/1 qqq 
' iw uaie culled, i / 1 


A-04-003- 


Dossiers - Successful FSO Candidates 


UOd 




Description: 

■ 


Dossiers of officer candidates who were certified for and accepted appointment. 




Includes correspondence with applicant, report of Oral Assessment, and 




information on experience. 




a. Recordkeeping copy (paper). 


Disposition: 


i tivirUriAri y . neiire to nbu <l years aner me year ot appointment Tor iransier to 




WNRC Destrov when 7 vears old 


DispAuthNo: 


N1 -59-00-07, item 14a Date Edited: 4/1/1999 


A-04-003- 


Dossiers-Successful FSO Candidates 


08b 

\J \f .k^ 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DisoAuthNo" 


KM £T O r\C\ f\~7 ! +^ k-v-i H / L 

N1 -59-00-07, item 14b Date Edited: 9/12/2001 


A-04-OfH- 


HnQQiPfQ - 1 In^i iPCPQQf i il F^O r^anHiHatPQ 


09a(1) 




Description: 


a. Dossiers of officer candidates who, after having taken the Written Examination, 


were determined to be eligible for the Oral Assessment but were not appointed. 




Includes correspondence with applicant, report of any Oral Assessment, and 




information on experience. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after the year of the Written Examination for 




transfer to WNRC. Destroy when 7 years old. (NC1 -59-83-6, item 3) 


DispAuthNo: 


N1 -59-00-07, item 15a(1) Date Edited: 9/10/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003- 


Dossiers-Unsuccessful FSO Candidates. 


\j zj aye. j 




Description: 


a. Dossiers of officer candidates who, after having taken the Written Examination, 


were determined to be eligible for the Oral Assessment but were not appointed. 




Includes correspondence with applicant, report of any Oral Assessment, and 




information on experience. 




(^) electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DisnAuthNo* 


N1 -59-00-07, item 15a(2) Date Edited: 9/12/2001 


A-04-003- 


Dossiers-Unsuccessful FSO Candidates. 


09b(1) 




Description: 


b. Dossiers of officer candidates who, after having passed the Qualifications 




Evaluation Panel process, took the oral examination but were not appointed. 




Includes correspondence with applicant, report ot the oral examination, and 




information on ovoorionoo 

1 1 1 1 Ul 1 1 IdllUI 1 UN CAUCI ICI IUC. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy 2 years from the date of the most recent documentation. 


DispAuthNo: 


N1 -59-00-07, item 1 5b(1 ) Date Edited: 9/1 2/2001 


A-04-003- 


Dossiers-Unsuccessful FSO Candidates. 


09b(2) 




Description: 


b. (2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 15b(2) Date Edited: 9/12/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003- 


Dossiers-Unsuccessful FSO Candidates. 






Description: 


c. Dossiers of officer candidates who failed the Qualifications Evaluation Panel 


Process or who, having passed that process, failed to take the oral examination. 




Includes correspondence with applicant and information on experience. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after the year of the oral examination for 




transfer to WNRC. Destroy when 7 years old. 


DispAuthNo: 


N1 -59-00-07, item 15c(1) Date Edited: 9/12/2001 


A-04-00^- 


HnQQiPTQ-l InQi iffPQQf i il F^O f^anrlirlatPQ 


09c(2) 




Description: 


c. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 15c(2) Date Edit ed: 9/14/2001 


A-04-003-10 


Declaration Sheets 


npQprintinn ■ 


Inrhirlp^ nptmp j^nrl ^Hrlrp*^ nf ppjnrlirl^tp pinrl ^prial niimhpr of py^min^tinn 
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Disposition: 


Destroy after candidates have been notified of grades and grades have been 




recorded on permanent record card. 


DispAuthNo: 


ll-NNA-400, item 12 rwp FHitpH- fi/ia/?nn7 


A-04-003-1 1 


Dossiers - Unsuccessful Applicants, Wriston Program 


Description: 


Dossiers of personnel who were occupying positions in the Department which were 




declared dual service. These employees were never integrated into the Foreign 




Service because of failure to pass physical or oral examinations, were under age, 




lacked service time or voluntarily declined integration. 


Disposition: 


Destroy all folders of candidates who are 55 years old or older. 


DispAuthNo: 


II-NN-3412, item 2 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003-12 
Description: 

Disposition: 
DispAuthNo: 



Lateral Entry General Subject File 

Consists of correspondence, reports and other documentation pertaining to policy 
and procedural matters affecting the Lateral Entry Program. 

Retire policy documents to RSC when 5 years old for permanent retention. 
Destroy all non-policy material when 2 years old. 



NN-171-171, item 4 



Date Edited: 



4/1/1999 



A-04-003-13 
Description: 

Disposition: 
DispAuthNo: 



Lateral Entry Case File 

Consists of application, correspondence, Qualifications Evaluation Report, oral 
examination report and approved recommendations of Board. 



Retire to RSC after 2 years. Destroy 8 years thereafter. 



NN-1 73-62, item 3 



Date Edited: 



4/1/1999 



A-04-003- 
14a 

Description 



Disposition: 



DispAuthNo: 



Dossiers-Successful Specialist Candidates. 

Dossiers of specialist candidates who were certified for and accepted appointment. 
Includes correspondence with applicant, report of oral examination, and information 
on experience. 

a. Recordkeeping copy (paper). 

TEMPORARY: Retire to RSC 2 years after the year of appointment for transfer to 
WNRC. Destroy when 7 years old. (NC1 -59-83-6, item 4) 



N1 -59-00-07, item 16a 



Date Edited: 9/7/2001 



A-04-003- 
14b 

Description 



Disposition: 



DispAuthNo: 



Dossiers-Successful Specialist Candidates. 

Dossiers of specialist candidates who were certified for and accepted appointment. 
Includes correspondence with applicant, report of oral examination, and information 
on experience. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-07, item 16b 



Date Edited: 



9/7/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



H"U4"UUO 




15a(1) 




Description: 


a. Dossiers of specialist candidates who, having passed the Qualification Evaluation 




Panel process, took the oral examination but were not appointed. Includes 




correspondence with applicant, report of oral assessment, and information on 




experience. 




i \ ^^^fe -.K ^-K — K ,m _g~J 1 . ^k ^k UK . UK ^K ^k UK ■ a X UK j-K UK -IK u> \ 

(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after the year of the oral examination for 




transfer to WNRC. Destroy when 7 years old. (NC1 -59-83-6, item 5) 


DispAuthNo: 


N1 -59-00-07, item 17a(1) Date Edited: 9/7/2001 


a f\ a Ann 

A-04-003- 


Dossiers-Unsuccessful Specialist Candidates. 






Description: 


a. Dossiers of specialist candidates who, having passed the Qualification Evaluation 




Panel process, took the oral examination but were not appointed. Includes 




correspondence with applicant, report of the oral examination, and information on 




experience. 




i f \ I' I «»K «K J- U ^K UK ■ — » m - -»K U dK , — k. UK dK ^ |I «»K —K jK» U ^K ^K UJ ^K dK ^ ^K idK _ • ^K | ~K ^K ^ UJ dK UK , — k UKdK jSK , 1 jSK UK ■ ■ * ^K UJ UK UJ ^K — k ^K dK ^K ■ UK K| 

(2) Llectronic version ot records created by electronic mail and word processing 




M UK UK l | — K — K X | — K UK — K 

applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 1 7a(2) Date Edited: 9/7/2001 


A-04-003- 


Dossiers-Unsuccessful Specialist Candidates 


15b(1) 




Description: 


b. Dossiers of specialist candidates who failed the Qualification Evaluation Panel 




process or who, having passed that process, failed to take the oral examination. 




Includes correspondence with applicant and information on experience. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy 2 years from the date of the most recent documentation. 


DispAuthNo: 


N1 -59-00-07, item 17b(1) Date Edited: 9/12/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003- 


RnQQiprQ-l InQiipppQQf ul ^nppialiQt C^anHiHatPQ 


15b(2) 




Description: 


b. Dossiers of specialist candidates who failed the Qualification Evaluation Panel 




process or who, having passed that process, failed to take the oral examination. 




Includes correspondence with applicant and information on experience. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 1 7b(2) Date Edited: 9/7/2001 


A-04-003-18 


FSO Written Examination Applications and Answer Sheets. 


uescnpuon . 
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take that examination. 


Disposition: 


TEMPORARY: Destroy after 6 months. 


DispAuthNo: 


N1 -59-00-07, item 13 n<** A cniw- qua /onni 

' il ^ m 1 ^ uate baited. y/14/^uui 


A-04-003- 


Examination Policy and Procedure File. 


Description: 


Consist of correspondence, reports, reference material, policy documentation and 




procedural matters relating to the development and administration of the 




Examination process. 




a. Recordkeeping copy (paper). 


Disposition: 


rLKMANtN i . Hetire to nou wnen iu years oiu tor transter to vvhno. i ranster 


to the National Archives when 25 vears old 


DispAuthNo: 


N1 -59-00-07, item 19a Date Edited: 9/17/2001 


A-04-003- 


Examination Policy and Procedure File. 


19b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 19b Date Edited: g/1 7/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-003-20 



FSO Written Examination Results. 



Description 



Disposition: 



DispAuthNo: 



Registers of candidates' names and statistical tabulations submitted by the contract 
testing service. 

TEMPORARY: Retire to RSC when 7 years old for transfer to WNRC. Destroy 
when 20 years old. (NC1 -59-80-20, item 4b) 



NC1 -59-00-07, item 12 



Date Edited: 



9/10/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Personnel Statistics and Reports 



A-04-004- 
01a 


General Subject File 


Description: 


Correspondence, proposals, memoranda and other papers relating to the 




automation of various personnel programs, including inter-office correspondence 




oeiween rtn ana rayron. 




Maior policy, plans and procedures reqardinq PER reports includinq PER input into 




ADP. 




1 . Recordkeepinq copy (paper) 


Disposition. 


i tivir vJnMri y . neure inaciive mes wnen o years oiu 10 nou Tor iransier 10 


WNRC. Destroy when 1 5 years old. (NC-59-75-7, item 1 1 a) 


DispAuthNo: 


N1 -59-00-08, item 1(1) Date Edited: 7/12/2007 


A-04-004- 


General Subject File 


01b 




Description: 


Correspondence, proposals, memoranda and other papers relating to the 




d.u Lun ldLiui l ui vdiiuub poibuiiiioi pruyidnib, iriuiuuiriy inior-uiiiuo uurrcbpuriuciioc 




between PER and Payroll. 




Major policy, plans and procedures regarding PER reports including PER input into 




ADP. 




electronic version ot recoras createa oy electronic man ana wora processing. 


Disposition: 


TEMPORARY: Delete within 1 80 days after recordkeepnig copy has been 




produced. 


DispAuthNo: 


N1 -59-00-08, item 1(2) Date Edited: 7 /1 2/2007 


A-04-004-02 


Personnel Audit Reports (PAR's) 


Description: 


ADP report sheets filed alphabetically by name of employee. Reviewed for 




corrections and ultimately entered into the automated system on magnetic tape. 


Disposition: 


Destroy when 2 years old. 


DispAuthNo: 


NC-59-75-6, item 2 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004-03 
Description: 



Disposition: 
DispAuthNo: 



Global Employment Management System (GEMS). 

This corporate on-line system will provide comprehensive employment data for all 
direct-hire Department of State (DOS) employees and will be the primary system for 
processing DOS SF-50, personnel actions. Employment and position data are 
updated for each personnel-related action. The system will provide the most current 
information, as well as, maintain a complete chronological history on all employees. 
Data includes name, social security number, sex, citizenship, marital status, 
number and birth dates of eligible family numbers, date and place of employee's 
birth, career data such as educational levels, colleges attended, major subjects, 
skill codes, foreign language training and examination scores; job history data such 
as current position, title, grade, location and inclusive dates, previous assignments, 
including grades and dates, and data on employees and potential employees whose 
assignments are pending; organizational hierarchies, including accounting 
information; and additional data, such as awards, disciplinary actions, etc. 



See each item for specific NARA approved disposition. 



N1 -59-00-08 



Date Edited: 



6/1 8/2007 



A-04-004- 
03a 

Description 



Disposition: 



DispAuthNo: 



Global Employment Management System (GEMS). 

a. Information reflecting monthly personnel and position data for each calendar 
year, beginning 1998. This information reflects monthly transactions and end-of- 
year December personnel data for each calendar year, beginning December 1971 
and information reflecting this data for each calendar year, beginning o/a January 
1991. 

PERMANENT. Transfer data reflecting December personnel data for each 
calendar year beginning December 1 971 in a format that meets NARA transfer 
requirements for electronic media at the time of transfer. (NC1 -59-83-4, item 25a) 



N1 -59-00-08, item 4a 



Date Edited: 



1 0/23/2002 



A-04-004- 
03b 

Description: 

Disposition: 
DispAuthNo: 



Global Employment Management System (GEMS). 



b. All other storage media. 

TEMPORARY. Destroy when active agency use ceases. (NC1 -59-83-4, item 25b) 



N1 -59-00-08, item 4b 



Date Edited: 



1 0/23/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-004- 


Global Employment Management System (GEMS). 


03c(1) 




Description: 


c. Outputs 




(1) Employee Profile - GEMS output that consist of ADP reports that reflect an 




employee's employment history during their tenure with the Department of State. 




Reviewed for corrections and ultimately entered into the automated Central 




Personnel System. 


Disposition: 


TEMPORARY. Destroy when 2 years old. (NC-59-75-6, item 2) 


DispAuthNo: 


N1 -59-00-08, item 4c(1) Date Edited: 10/23/2002 


A-04-004- 


Global Emolovment Manaaement Svstem (GEMS). 

^■^1 ■ tmm %™ ■ mm ■ ■ ■ m& u ^0 Will ■ ■ % ■ W ■ %a ■ ■ ■ ■ ■ ■ ■ % W * X^ ■ ■ ■ m ^M»l mm ■ W ■ «^ ■ ■ 


03c(2) 




Description: 


c. Outputs 




(2) Table of ADP Codes 
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Office of Personnel Management for entering data in the automated Central 




Personnel System. 


Disposition: 


TEMPORARY. Destroy when superseded. (NC-59-75-6, item 3) 


DispAuthNo: 


N1 -59-00-08, item 4c(2) Date Edited: 1 0/23/2002 


A-04-004- 


Global Employment Management System (GEMS). 


03c(3) 




Description: 


Outputs - Staffing Patterns, Monthly Action Reports, and Report of Federal Civilian 




l—l 1 IL/IVJ y 1 1 Id 1 L VOI 1 IO i\ j . 


Disposition: 


TEMPORARY. Destroy when 2 years old. 


DispAuthNo: 


GRS 1, item 16 n^to cwitori ■ -in/oQ/onno 
w ' uaie to i tea. \\jIc.oic\j\j£L 


A-04-004- 


Global Employment Management System (GEMS). 






Description: 


Output - General Personnel Statistical Studies. 




Includes Geographic Survey, Grade Breakdown by Organization, FSO Positions by 




Functions, Foreign Service Accessions, Men and Women Count by Grade, 




Excepted Positions, Labor Department Reports and Foreign Service Separations. 


Disposition: 


TEMPORARY. Delete when 2 years old or when no longer needed for reference 




purposes, whichever is later. (NC-59-75-6, item 2) 


DispAuthNo: 


N1 -59-00-08, item 4c(4) Date Edited: 1 0/23/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004- 
04a 


Personnel Action Handbook 


Description: 


Master File set and history or background documents. 
1. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Retire when superseded to Records Service Center for transfer to 
WNRC. Destroy when 20 years old. (NC-59-75-6, item 4a) 


DispAuthNo: 


N1 -59-00-08, item 2(1) Date Edit ed: 8/6/2007 


A-04-004- 


Personnel Action Handbook 


Description: 


Working papers and other related files. 


Disposition: 


Destroy when 2 years old. 


DispAuthNo: 


NC-59-75-6, item 4b Date Edited: 4/1/1999 


A-04-004-05 


OPM Input Actions (CPDR 


Description: 


Office of Personnel Management Computer Printout of State Department Personnel 
Actions. 


Disposition: 


TEMPORARY. Destroy when 1 year old. (NC-59-75-6, item 5) 


DisoAuthNo: 


N1 -59-00-08, item 3 Date Edited: 6/26/2003 


A-04-004-06 


Personnel Employment Reports 


Description: 


Summary of Employment 


Disposition: 


TEMPORARY. Retire inactive reports to Personnel Policy Central Reference File. 


DispAuthNo: 

^^^^ mm ^^^r v v mm™ ^mmmr v 


Ml^ t>0 /C> / |tom 1 ^ mmm mm. m m 11 11 AAA 

NU-oy-/o-/ , item 1 Da\e Edited: 4/1/1999 


A-04-004-07 


Reserved for future use. 


Description: 


test 


Disposition: 




DispAuthNo: 


Reserved Date Edited: 1 0/23/2002 


A-04-004-08 


Personnel on Detail to other Agencies - Yearly Analytical Report 


Description: 




Disposition: 


TEMPORARY. Destroy when 1 year old. 


DispAuthNo: 


NC-59-75-7, item 3 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004-09 


Reserved for future use 


Description: 




Disposition: 




DisoAuthNo: 


Reserved Date Edited: 4/1/1 999 


A-04-004-10 


Language Training Statistical Reports 


Description: 




Disposition: 


TEMPORARY. Destroy when 1 year old. 


DispAuthNo: 


NC-59-75-7, item 5 Date Edited: 4/1/1999 


A-04-004-1 1 


Semi-annual Report of Consultants on the Rolls of the Department 


Description: 


Master List of Consultants. 


Disposition: 


TEMPORARY. Retain in PER. Destroy when 20 years old or sooner if no longer 
needed for reference use. 


UlSpAUiniMO. 


NC-59-75-7, item 6 Date Edited: 4/1/1999 


A-04-004-1 2 


Periodic Statistical Reports 


Description: 


Required to implement policy changes, including the hiring of consultants, 
termination of Foreign Service Reserve Officers, Service Computation Date Listings 
for FSR'S, etc. 


Disposition: 


TEMPORARY. Destroy when 1 year old. 


DispAuthNo: 


NC-59-75-7, item 7 Date Edited: 4/1/1999 


A-04-004-1 3 


Weekly Report of Personnel Actions, DS-1666 (Front Paqes) 


Description: 




Disoosition: 


TEMPORARY. Destroy when 1 year old. 


DispAuthNo: 


NC-59-75-7, item 8 Date Edited: 4/1/1999 


A-04-004-1 5 


Monthly Federal Employment Statistics Bulletins issued by the Office of 
Personnel Management 


Description: 




Disposition: 


TEMPORARY. Destroy when no longer needed for reference. 


DispAuthNo: 


Non-record Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004- 
16a 


Personnel From Side (PERFS) 


Description: 


PERFS is an automated computer system used to prepare SF-52 (Request for 




Personnel Action) forms, electronically route them for all required approvals, and 




■ i'II lail ■ 1 1 1 Mill / /"""\ ■ 

automatically update the central personnel and payroll databases. (System 




Hi^nnntim ipH in Anril 1QQQ^ 
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a. Master file maintained on network server. 


Disposition: 


TEMPORARY. File may be deleted when 1 0 years old. (N1 -59-88-1 6) 


DispAuthNo: 


N1 -59-00-08, item 5a Date Edited: 1 0/23/2002 


A-04-004- 


Personnel From Side (PERFS) 


16b 




ripQf* fintin n ■ 
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transactions of personnel data for each calendar year, beginning December 1 985. 


Disposition: 


TEMPORARY. Destroy after approval of this schedule. 


DisoAuthNo" 


N1 -59-00-08, item 5b Date Edited: 10/23/2002 


A-04-004- 
17a 


Notification of Personnel Action - Chronological Copy. 


■ ■ 

Description: 


Standard Form 50, documenting all individual personnel actions such as 




employment, promotions, transfers, separations, exclusive of the copy in the Official 




Personnel Folder (OPF). 




Chronological file copy, including fact sheets, maintained in personnel offices. 




Recordkeepinq copy (paper). 


Disposition: 


TEMPORARY. Destroy when 2 years old. 


DispAuthNo: 


GRS 1 , item 1 4a Date Edited: 1 0/23/2002 


A-04-004- 


Notification of Personnel Action - Chronological Copy. 


17b 




Description: 


All other copies maintained in personnel offices. 


Disposition: 


TEMPORARY. Destroy when 1 year old. 


DispAuthNo: 


GRS 1 , item 1 4b Date Edited: 1 0/23/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004-18 



Description 



Disposition: 



DispAuthNo: 



Integrated Personnel Management System's (IPMS) Foreign Service 
Assignment Management Application (IFSAMA). 

IFSAMA is a computer system that replaced the Automated Personnel Transactions 
System (APTS) in November 1997 and controls all phases of the Foreign Service 
personnel assignment and travel process. It tracks and reports on employee 
assignment, employee travel history, and the Foreign Service bidding process. It 
also collects training data, eligible family member information, employee and eligible 
family member medical information, tour of duty data and pending assignment data. 

Cartridge tape copies reflecting Foreign Service assignment and travel related data 
for each calendar month since November 1 997. 

TEMPORARY. Cut off annually. Delete when obsolete or no longer needed. (N1- 
59-88-15) 



N1 -59-00-08, item 7 



Date Edited: 



1 0/23/2002 



A-04-004-19 
Description: 



Disposition: 
DispAuthNo: 



Personnel Historical Information Storage House (PHISH). 

PHISH is an information system that provides summarized information in specific 
areas of interest as identified by users in a graphical interface. It performs 
reporting, ad hoc queries, and maintenance and security for the reporting data. It 
captures both current and historical information on employee, position, and 
transaction data from 1 992 to present. 

Magnetic tape copies reflecting monthly transactions of personnel data for each 
calendar year. 

TEMPORARY. Destroy when no longer needed to backup GEMS. 



N1 -59-00-08, item 8 



Date Edited: 



1 0/23/2002 



A-04-004-20 
Description: 



Disposition: 



DispAuthNo: 



Post Personnel System (PS). 

PS is a computer system that tracks employee and position data on Foreign Service 
National employees and employees hired and/or serving at overseas posts from 
both the Department of State and other federal agencies. Magnetic tape. 

TEMPORARY. Cut off annually. Retain at Post for 5 years then transfer to RSC. 
Destroy after 5 years at RSC. 



N1 -59-00-08, item 9 



Date Edited: 



1 0/23/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004-21 


Automated Foreign Service Employment Recruitment System (AFSERS). 


Description: 


This system tracks employment applications for Foreign Service generalists and 




specialists. It maintains a register of qualified applicants for each program and 




includes security clearance and medical information on the applicant and family 




members. 


Disposition: 


TEMPORARY. Delete when no longer needed or superseded. 


DispAuthNo: 


N1 -59-00-08, item 10 Date Edited: 10/23/2002 


A-04-004-22- 
25 


Reserved for Future Use. 


Mkm^mW 

Descriotion: 




Disposition: 




DispAuthNo: 


Reserved Date Edited: 1 0/23/2002 


A-04-004- 


Official Personnel Folders (OPF) 






Description: 


a. Foreign Service Administrative Folders. 




Official personnel actions and related administrative records of Foreign Service 




employees, excluding performance ratings and related records documenting their 




service with the Department and any prior Federal service. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Retire to National Personnel Records Center (NPRC), St. Louis, 1 

■ ^^^^m m m m m ^mmr m m m m m m m m mm mm m mm m mmrmt mm m r m mmrmt m m r mm ^mw ^mrm ^ ■ r ^mmw *~ » mt m mm ^mmw M ^ ^mmw mm m ^^^b ^rnw mmmm m ^mmr m 




year after separation of employee. 


DispAuthNo: 


GRS 1 , item 1 Date Edited: 1 0/23/2002 


A-04-004- 


Official Personnel Folders (OPF) 






Description: 


Foreign Service Performance Folders. 




Performance ratings, commendations, training reports, Inspectors' reports, official 




reprimands, end-use summary reports, etc. of Foreign Service employees. (FS Act 




of 1980 as amended dated January 1992 P.L.. 96-465). 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Retire to RSC 1 year after separation of employee for transfer to 




WNRC. Destroy 15 years after separation. 


DispAuthNo: 


N1 -59-00-08, item 11b(1) Date Edited: 10/24/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004- 
26c 

Description 



Disposition: 



DispAuthNo: 



Official Personnel Folders (OPF) 

Civil Service Administrative Folders. Recordkeeping copy (paper). Official 
Personnel Folders of Civil Service employees, consisting of record copies of 
documents covering their entire Federal service as prescribed in the OPM operating 
manual, Guide to Personnel Recordkeeping and related Department guidelines. 

TEMPORARY. Retire to NPRC, St. Louis, within 90 days after separation of 
employee. (Sunset Document, FPM Suppl. 293-31) 



GRS 1 , item 1 



Date Edited: 



1 0/24/2002 



A-04-004- 
26d(1)(a) 

Description 



Disposition: 



DispAuthNo: 



Official Personnel Folders (OPF) 

Civil Service Employee Performance Folders. Recordkeeping copy (paper) 
Temporary Non-SES Civil Service Performance Documents. Performance ratings, 
commendations, training reports, awards, promotions, Upward Mobility Progress 
Evaluation Reports, etc. 

TEMPORARY. Retire to NPRC with the Administrative Folder (on the left side) 90 
days after separation of employee. 



GRS 1, item 23a(4) 



Date Edited: 



1 0/29/2002 



A-04-004- 


Official Personnel Folders (OPF) 


26d(2)(a) 




Description: 


Senior Executive Service (SES) Performance Documents. Recordkeeping copy 




(paper). Performance ratings and plans, training reports, commendations, 




reprimands, etc. 


Disposition: 


TEMPORARY. Retire to NPRC with the Administrative Folder (on the left side) 90 


days after separation of employee. 


DispAuthNo: 


GRS 1 , item 1 1 b(3) Date Edited: 1 0/29/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004- 


Employee Service Record. 


27a 




Description: 


a. Electronic Records. 




Effective January 1995, an on-line information system has provided service card 




data for each Civil Service and Foreign Service employee who separated or 




transferred from the Department since 1988. Information contains the Personnel 




Audit Report (PAR) and information from the last separation Notification of 




Personnel Action (SF-50). Data is downgraded to magnetic tape to perform an 




annual backup of all data associated with the Folder System. 


Disoosition: 


TEMPORARY Retain on maanetic taoe in the Deoartment's Human Resources 

1 1 1 V 1 1 i . \* It/ till. It I w\ III V-* II III \—\ X^i 1 1 \/ L 1 >—/ L \-A. K_/ III 11 1 IS \_s K_/ 1 L 1 1 1 1 1 L v_-» 1 1 III \-A. II It \—J \_-» 1 v_-» 




Records Division (HR/EX/ADM/RM) until no longer needed for reference 




purposes. (NC1 -59-80-1 6) 


DispAuthNo: 


N1 -59-00-08, item 12a Date Edited: 10/29/2002 


A-04-004- 


Fmnlnvpp ^prvirp Rppnrri 
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27b 




Description: 


b. Paper records 1976 thru 1994. 




Information consists of Personnel Audit Report (PAR) and the last Notification of 




Personnel Action (SF-50). 


Disposition: 


TEMPORARY. Retain in the Department's Human Resources Records Division 




(HR/EX/ADM/RM) until no longer needed for reference purposes. 


DispAuthNo: 


N1 -59-00-08, item 12b Date Edited: 10/29/2002 


A-04-004- 


Employee Service Record. 


27c 




Description: 


Microfilm Copies - 1940 to 1975. 


Disposition. 


r criiviAiN ti\ i . i ransTer imrneaiciieiy 10 iMMriM upon approval ot mis scneauie. 


DispAuthNo: 


Ni-oy-uu-UB, item i^c o ate Edited: 10/30/2002 


A-04-004-28 


Administrative Clearances for Separation (DA-8A). 


Description: 


Contains original form prepared by administrative office in the Department or at post 




at the time employee separates from either the Foreign Service or Civil Service, 




indicating the return of security identification card, parking permit, dining room pass, 




or library card. This item does not include forms DS-8, Fiscal Clearance for Final 




Salary Payment, or OF-109, Separation Statement. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy 6 months after separation of employee. 


DispAuthNo: 


N1 -59-00-08, item 13a Date Edited: 10/30/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-004-29 Freedom of Information and Privacy Acts Card File. 

Description: Alphabetical card file of individuals requesting access to personnel records under 

provisions of the Freedom of Information and Privacy Acts, showing the nature of 
the request, the action taken on the request and the time spent. 

Disposition: TEMPORARY. Destroy 6 years after date of last entry. 



DispAuthNo: 



GRS 14, item 13a 



Date Edited: 10/30/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Director General of the Foreign Service 



A-04-005- 
01a 


Director General Messages 


Description: 


Communications between the Director ueneral ot the roreign bervice and the 


Prinrin?H Offinpr of 7\ Fnrpinn Sprv/inp nn^t nn ^pn^itiv/p npr^nnnpl mpjttpr^ 
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(captioned DIRGEN CHANNEL). Also included are communications dealing with 




agreement requests tor American Ambassadors ana Ministers as well as matters 




relating to the appointment, resignation, or transfer of an American Chief of Mission 




or Charge d'Affairs (captioned AGREMENT CHANNEL). 




p Rpmrrlkppninn rnnv fnpnpr^ 


Disposition: 


TEMPORARY: Destroy when 5 years old. (NC1 -59-79-9) 


Hicn A i it h hlrt ■ 
UlbfJMU 11 1 INU . 


N1 -59-00-01, item 1a Date Edited: 6/18/2007 


A-04-005- 


Director General Messages. 


01b 




DescriDtion: 

X^ Xa# Xm# ■ ■ % ■ ^a* ■ ■ ■ 






1 I""""* It 1 1 F I ■ 1 1 1 ■ 1 'II 1 1 

b. Electronic version of records created by electronic mail and word processing 




applications. 


Disoosition: 


TEMPORARY. Destrov/delete within 180 davs after recordkeeoina codv has been 

■ Wmmm 1 V I I ^a»» I •># » I a I ■ ~ X^ X^ U I X»» T / X^ X»» ■ X^ L X^ ■ ■ ■ L 1 III 1 1 Xb# XX X»* W 1 U 1 1 Xa* 1 1 W X^ III X*l X^ X^ Pa^ V II X«4.X^ X^ X^ 1 1 




produced. 


DispAuthNo: 


N1 -59-00-01, item 1b Date Edited: 6/18/2007 


A-04-005- 


Correspondence Files. 


02a 




Description: 


Consists of letters, telegrams, memoranda and miscellaneous correspondence, 




prepared by the Director General pertaining to administrative and sensitive 




personnel matters, etc. 




a. Recordkeeping copy (paper) 


Disposition: 


TEMPORARY. Retire to RSC when 2 years old for transfer to WNRC. Destroy 




when 5 years old. 


DispAuthNo: 


N1 -59-00-01, item 2a Date Edited: 6 /1 8/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-005- 


vvl 1 CO|Jl/l IUCI ll#v 1 IICOi 


02b 




Description: 


Consists of letters, telegrams, memoranda, and miscellaneous correspondence, 




prepared by the Director General pertaining to administrative and sensitive 




personnel matters, etc. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-01 , item 2b Date Edited: 6/18/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Civil Service Personnel Management 



A-04-006- 
01a(1) 


Civil Service Personnel Management 
Official Position Descriptions. 


Description: 


a. Master 

('\) Rpcordkppninn codv (nanph 


Disposition: 


TEMPORARY. Destroy 5 years after position is abolished or description is 
superseded. 


DispAuthNo: 


N1 -59-00-09, item 1 a(1 ) Date Edited: 6/1 9/2002 


A-04-006- 
01a(2) 


Official Position Descriotions 

III 1 Km. 1 1 I I 1 1 1 fc^^^^J 1 1 1^ 1 1 1 1 ■ 


Description: 


(2) Electronic version of records created by electronic mail and word processing 
applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 
produced. 


DispAuthNo: 


N1 -59-00-09, item 1a(2) Date Edited: 6/19/2002 


A-04-006- 
01b 


Official Position Descriptions. 


Description: 


b. All other copies. 


Disposition: 


TEMPORARY. Destroy 2 years after position is abolished or description is 
superseded. (GRS 1 , item 7b) 


DispAuthNo: 


N1 -59-00-09, item 1b Date Edited: 6/19/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 

A-04-006- Merit Promotion Applicant Files. 

02a 

Description: Files relate to Department employees and applicants outside the Department. 

Included are requests for personnel action (SF-52), vacancy announcements, 
crediting plans, applications for Federal employment, performance appraisals, panel 
ratings and summary sheets and related correspondence. Consist of DS-1740, 
Panel Evaluation Report, DS-1738, Application for Vacancy, request for Merit 
Promotion Certificate, DS-1737, Job Opportunity Announcement, DS-1739, 
Experience and Qualifications Statement for Top Ranking Candidates, DS-1297, 
Merit Promotion and Placement Certificate, position description and related 
correspondence. 





a Recordkeeoina codv (oaoer) 


Disposition: 


TEMPORARY. Retire to RSC 1 year after personnel action. Destroy after OPM 
audit or 2 years after the personnel action is completed, whichever is sooner. 
(GRS 1 , item 32) 


DispAuthNo: 


N1 -59-00-09, item 2a Date Edited: 6/19/2002 


A-04-006- 
02b 


Merit Promotion Applicant Files. 


Description. 


u. electronic version ot recoras createa oy electronic man ana wora processing 
applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 
produced. 


DispAuthNo: 


N1 -59-00-09, item 2b Date Edited: 6/19/2002 


A-04-006-03 


RESERVED. 


Description: 




Disposition: 




DispAuthNo: 


Reserved Date Edited: 6/19/2002 


A-04-006-04 


Automated Staffing Control System. 


Description: 


This on-line system facilitates the tracking of applicants. It provides access to 
pertinent applicant data, employment applications, vacancy announcement and 
position description numbers, qualifications and scores of applicants and action 
taken on selections/non selections. 


Disposition: 


TEMPORARY. Delete 2 years after the personnel action is completed. 


DispAuthNo: 


N1 -59-00-09, item 4 Date Ed ited: 6/19/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



n"Ut UUO 


Pro-Annnintmont FMoq 
n c huuum i u i ici ii riico. 


05a 




Description: 


Files relate to Department employees and applicants outside the Department 




selected for vacancies. Included are copies of applications for employment, 




position descriptions, SF-52, Request for Personnel Action, finger print charts, 




security clearances, and other related correspondence. 




a. Recordkeeping copy (paper). 


Disposition: 


\ LMrUriAriY. i ranster documents appropriate tor tne utticiai rersonnei roioer 




(OPF) and destrov remainder once individual enters on dutv 


DispAuthNo: 


N 1-59-00-09, item 5a Date Edited: 6/19/2002 


A-04-006- 


Pre-Appointment riles. 


05b 




Description: 


d. electronic version ot recoras createa oy electronic man ana wora processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-09, item 5b natn cnitoH- R/iQ/9nn9 


A-04-006- 


Priority Consideration Files. 


nfifl 

UUd 




Description: 

■ 


Files relate to Department employees and applicants outside the Department. 




Included are applications for Federal employment, correspondence that documents 




eligibility for priority consideration, and other correspondence pertinent to the case. 




a. Recordkeeping copy (paper). 

WWW W. WW|^ W, WW|^J Y|^W4|^W 1 


Disposition: 


i LMrUHAnY. out on tiles at ena ot caienaar year in wnicn person was piaceu in 




oosition Destrov 1 vear after cutoff 


DispAuthNo: 


N 1-59-00-09, item 6a Date Edited: 6/19/2002 


A-04-006- 


Priority Consideration Files. 


06b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-09, item 6b Date Edited: 6/19/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-006-07 


RESERVED. 


Description: 




Disposition: 




DisoAuthNo* 


Reserved Date Edited: 6/19/2002 


A-04-fififi- 

08a 


Qpniot* Fyppntix/p ^pr\/ir*p f^F^^ ^tsffinn FMpq 


Description: 


Files relate to Department employees and applicants outside the Department. 
Included are requests for personnel action (SF-52), vacancy announcement, 
applications for Federal employment, performance appraisals, panel rating and 
summary sheets and related correspondence. 

a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy after OPM audit or 2 years after personnel action is 
comoleted whichever is sooner (GRS 1 item 15) 
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DispAuthNo: 


N 1-59-00-09, item 8a Date Edited: 6/19/2002 


A-04-006- 
08b 


Senior Executive Service (SES) Staffing Files. 


Description: 


b. Electronic version of records created by electronic mail and word processing 
applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 
produced. 


DispAuthNo: 


N1 -59-00-09, item 8b Date Edited: 6/19/2002 


A-04-006- 
09a(1) 


Senior Executive Service (SES) Performance Documents. 


Description: 


(1) Performance records superseded through an administrative, judicial, or quasi- 
judicial procedure. 

a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when superseded. (GRS 1 , item 23b(1 )) 


DispAuthNo: 


N1 -59-00-09, item 9(1 )a Date Edited: 8/2/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09a(2) 




Description: 


(2) Electronic version of records created by electronic mail and word processing 




annliratinn^ 

CifJ^JI IL>GlM Ul ID. 


Disposition: 




DisoAuthNo" 


N1 -59-00-09, item 9(1 )b Date Edited: 8/2/2007 


A-fi4-00fi- 
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09b(1)(a) 




Description: 


2. Performance-related records pertaining to a former SES appointee. 




a. Latest rating of record that is less that 5 years old, performance plan upon which 




it is based, and any summary rating. (GRS 1 , item 23b (2)(a)) 




(1) Recordkeeping copy (paper). 

\ / www |w *2 y \ i i / 


Disposition: 


I bMrUKAKY. riace records on len side ot tne Urr ana Torwara to gaining 


Federal aaencv uoon transfer or to NPRC if emolovee leaves Federal service. 


DispAuthNo: 


N1 -59-00-09, item 9(2)a(1 ) Date Edited: 8 /2/2007 


A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09b(1Mb) 




Description: 


(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-09, item 9(2)a(2) Date Edited: 8/2/2007 


A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09b(2)(a) 




Description: 


b. All other performance ratings and plans. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when 5 years old, or when no longer needed, whichever 




is sooner. (GRS 1 , item 23b(2)(b)) 


DispAuthNo: 


N1 -59-00-09, item 9(2)b(2) Date Edited: 8/2/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09b(2)(b) 




Description: 


Liectronic version ot records created uy GiGCtronic man ana word procGSSing 




applications. 


Disposition: 


TEMPORARY. DGlGtG within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-09, item 9(2)b(2) Date Edited: 8/2/2007 


A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09c(1) 




Description: 


3. All other performance appraisals, along with job elements and standards (job 




expectations) upon which they are based, EXCLUDING those for SES appointees 




<5Pr\/inn nn 7\ Prp^irlpntial annnintmpnt 
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a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy 5 years after date of appraisal. (GRS 1 , item 23b(3)) 


DispAuthNo: 


N 1-59-00-09, item 9(3)a Date Edited: 8/6/2007 


A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09c(2) 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




proauceu. 


DispAuthNo: 


N1 -59-00-09, item 9(3)b Date Edited: 8/6/2007 


A-04-006- 


Senior Executive Service (SES) Performance Documents. 


09d(1) 




Description: 


4. Supporting documents. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy 5 years after date of appraisal or when no longer needed, 




whichever is sooner. (GRS 1 , item 23b(4)) 


DispAuthNo: 


N1 -59-00-09, item 9(4)a Date Edited: 8/6/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-006- 


Senior Executive Service fSES^ Performance Documents 


09d(2) 




Description: 


b. Electronic version of records created by electronic mail and word processing 




aoDlications 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N 1-59-00-09, item 9(4)b Date Edited: 8/6/2007 


A-04-006-10 


RESERVED. 


Description: 




Disposition: 




DispAuthNo: 


Reserved Date Edited: 6/19/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Awards and Incentives 


A ft/I ftft7 
A-U4-UU 1 - 


a war as uenerai ouojeci rue 


01a(1) 




Description: 


Consists of correspondence, reports, memoranda, staff studies and other 




documentation of the establishment and administration of awards. 




a. Material documenting the establishment of specific awards. 




("\) Rpcordkppninn conv (nanph 


niQnnQitinrv 

L/l OpVJOl 11 VJ 1 1 ■ 


Tpmnnr^rv Rptirp tn RSO whpn ^ v/p^r^ nlrl fnr tr^in^fpr tn WNRO Dp^trnv whpn 
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50 years old. (NC-59-75-8, item 1a) 


DispAuthNo: 


N1 -59-00-11, item 10a(1) Date Edited: 4/16/2002 


A-04-007- 


Awards General Subject Files. 


01a(2) 




Description: 


a. Material documenting the establishment of specific awards. 




(2) Electronic version of records created by electronic mail and word processing 




appncaiions. 


Disposition: 


Temporary. Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-1 1 , item 1 0a(2) rw* FHitoH- 4/1 r/poop 


A-04-007- 


Awards General Subject File 


01b(1) 




Description: 


b. All other material including vouchers and reports. 




(1) Recordkeeping copy (paper) 


Disposition: 


Temporary. Destroy when 5 years old. (NC-59-75-8, item 1b) 


DispAuthNo: 


N1 -59-00-11, item 10b(1) Date Edited: 4/16/2002 


A-04-007- 


Awards General Subject Files. 


01b(2) 




Description: 


b. All other material including vouchers and reports. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary. Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-11, item 10b(2) Date Ed j te d: 4/16/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-007- 


Programs from Honor Awards Ceremonies 


02a 




Description: 


a. Recordkeeping copy (paper) 


Disposition: 


Temporary. Destroy when 10 years old. Earlier destruction is authorized if no 




longer needed for administrative use. (NC-59-75-8, item 2) 


DispAuthNo: 


N1 -59-00-11, item 11a Date Edited: 4/16/2002 


A-04-007- 


Programs from Honor Awards Ceremonies. 


02b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary. Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-11, item 11b Date Edited: 4/16/2002 


A-04-007- 


Employee Suggestion Files 


UOd 




Description: 


Suggestion Program Form (DS-1856) and related office and post correspondence 




^uhmittprl iinrlpr thp Dpn^rtmpnt'^ hpnpfini^l innp^tinn*? nrnnrpim^ 




a. Recordkeeping copy (paper) 


Disposition: 


Temporary. Destroy 2 years after case is closed. (NC-59-75-8, item 3) 


DispAuthNo: 


N1 -59-00-1 1 , item 12a Date Edited: 4/16/2002 


A-04-007- 


Employee Suggestion Files. 


03b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary. Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-11, item 12b Date Edited: 4/16/2002 


A-04-007-04 


Cash Award Vouchers 


Description: 


Initiating office copy of vouchers for funds paid out to employees in the form of cash 




awards. 


Disposition: 


Destroy when 1 year old. 


DispAuthNo: 


NC-59-75-8, item 4 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-007-05 


Employee Blood Donor Record Card File 


Description: 


For emergency use in cases where blood is needed by an employee of the 
Department or a member of an employee's family. 


Disposition: 


Destroy when 50 years old. 


DispAuthNo: 


NC-59-75-8, item 5 Date Edited: 4/1/1999 


A-04-007- 

r\ \j*"t \J\J 1 

06a 


PnmhinpH FpHpral Pamnaifin RprnrHQ 


Description: 


Including list of quotas, pink copy of Keyman's report by office, and other related 
documents. 

a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy after GAO audit or when 3 years old, whichever is sooner. 
(GRS 2 item 15) 


DispAuthNo: 


N1 -59-00-10, item 1a Date Edited: 2/27/2002 


A-04-007- 
06b 


Combined Federal Campaign Records. 


Description: 


b. Electronic version of records created by electronic mail and word processing 
applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 


DispAuthNo: 


GRS 2, item 31 a Date Edited: 2/27/2002 


A-04-007- 
07a 


U.S. Savings Bond Drive Records. 


Description: 


Including correspondence regarding participation, quotas, distribution, organization 
and publicity. 

a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 2 years old. (NC-59-75-8, item 7) 


DispAuthNo: 


N1 -59-00-1 0, item 2a Date Edited: 2/27/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-007- 


U S Savinas Bond Drive Records 

m \^ m \^ V4 VII 1 W V/ 1 1 VI 1 1 V V-* I 1 W V/ 1 VI w 


07b 




uescripnon. 


d. electronic version ot recoras creaiea Dy electronic man ana wora processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


UlSpAUlnlMO. 


N1 -59-00-10, item 2b Date Edited: 2/27/2002 


A-04-007-08 


Blood Donor Program Records 


UCOUI ip IIU 1 1 . 


Inphirlinn pnrrpQnnnrlpnpp pn\/prinn pmprnpnn/ npprlQ "fnpllnn f^hih" mprnhpr | j of 
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Donor Certificates. 


Disposition: 


Destroy when 3 years old. 


DispAuthNo: 


NC-59-75-8 item 8 r\-+^ ^.aw^a. >ih hooo 
INW 0v/ ,sj 'i^ 1 " " Date edited: 4/i/iyyy 


A-04-007- 


Discipline Case Files on Foreign Service and Civil Service Employees. 






Description: 


Case files consisting of personnel sensitive reports of investigations concerning 




allegations of misconduct, disciplinary actions taken, various correspondence, 




memoranda, and other documentation pertaining to the case. 




a. Recordkeeping copy (paper). 


Disposition: 


i LMrUHAnY. out on Tile wnen case is closed. rieTire to nbu o years aner cutott 


for transfer to WNRC Destrov 20 vears after cutoff 


DispAuthNo: 


M 1 -^0-0.0.- "1 O. itom Q Q _ . _ ... , ~. ir^—r it-\r\ r\r\ 

imi oy uu \ u, iTem ja Q ate Edited: 2/27/2002 


A-04-007- 


Discipline Case Files on Foreign Service and Civil Service Employees. 


09b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-10, item 3b Date Edited: 2/27/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-007- 
10a 

Description 



Disposition: 



DispAuthNo: 



Alternative Dispute Resolution (ADR) Program Files. 

Documents reflect notes on ADR cases, agreements to mediate, settlement 
agreements, memorandums of understanding and case documentation. 

a. Recordkeeping copy (paper). 

TEMPORARY: Cut off file when dispute is resolved. Retire two RSC 5 years after 
cutoff for transfer to WNRC. Destroy 1 0 years after cutoff. 



N1 -59-00-10, item 5a 



Date Edited: 



2/27/2002 



A-04-007- 
10b 

Description 



Disposition: 



DispAuthNo: 



Alternative Dispute Resolution (ADR) Program Files. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-10, item 5b 



Date Edited: 



10/30/2001 



A-04-007-1 1 
Description 



Disposition: 



DispAuthNo: 



Grievance, Appeals and Disciplinary Tracking and Reporting (GADTRAKS). 

This database provides historical and statistical data on conduct suitability and 
discipline case files on Foreign Service and Civil Service employees. Includes 
pertinent data on employee, type of case, received and resolved dates, specialist 
assigned to the case, action taken, and status. 

TEMPORARY: Retain in HR/ER office. Delete individual case when active agency 
use ceases. 



N1 -59-00-10, item 6 



Date Edited: 



10/30/2001 



A-04-007- 
12a(1) 

Description 



Disposition: 



DispAuthNo: 



Workers Compensation Claim Files. 

Consist of medical information, medical bill payments, reimbursement requests, 
Department of Labor's Office of Workers' Compensation Programs (OWCP) 
correspondence, agency and employee responses to OWCP's request for 
information. Excludes copies filed in the Employee Medical Folder and copies 
submitted to the Department of Labor. 

a. Minor Claims Files 

(1) Recordkeeping copy (paper). 

TEMPORARY: Cut off on termination of compensation or when deadline for filing 
a claim has passed. Destroy 3 years after cutoff. (GRS 1 , item 31) 



N1 -59-00-10, item 7a(1) 



Date Edited: 



6/1 9/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-007- 


VVUI 3 VUIIII/CI lOQllvll \s 1 CI 1 1 1 1 1 IICOi 


12b 




Description: 


a. Minor Claims Files 




electronic version ot recoras creaiea Dy electronic man ana wora processing 




dppilUallUI lb. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




prouueeu. 


DispAuthNo: 


N1 -59-00-10, item 7a(2) Date Edited: 6/19/2007 


A-04-007-13 


Workers Compensation Tracking System. 


Description: 


This database system includes all workers' compensation claims filed by 




1 I . || f - ■ ■ ■ f 1 1 1 "1" ■ F ■ ■ ■ 

employees. It allows for tracking the progress of claims and providing information in 




response to requests made by Office of Worker's Compensation Program (OWCP). 




Included is pertinent data on employee, type of injury, status of claim, etc. 


Disposition: 


TEMPORARY: Retain in HR/ER office. Delete individual record when active 




agency use ceases. 


DispAuthNo: 


N1 -59-00-10, item 8 Date Edited: 2/27/2002 


A-04-007- 


Workers Compensation Claim Files. 


■i Ok/1 \ 




Description: 


b. Major Claims Files. 




(1). Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Cut off on termination of compensation or when deadline for filing 




a claim has passed. Destroy 3 years after cutoff. 


DispAuthNo: 


GRS 1 , item 31 Date Edited: 2/27/2002 


A-04-007- 


WnrkprQ Hnmnpn^atinn niaim FNpq 
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13b(2) 




Description: 


b. Major Claims Files. 




(2). Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 2/27/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-007- 
14a 

Description: 



Disposition: 
DispAuthNo: 



Reasonable Accommodations Case Files. 

Documents reflect requests by employees for reasonable accommodations. 
Includes Personnel Audit Report (PAR) printouts, intake forms (determinations of 
qualified disabled) accommodation efforts for disability retirement purposes, and 
related correspondence. 

a. Recordkeeping copy (paper). 

TEMPORARY: Destroy 3 years after separation of employee. 



N1 -59-00-10, item 9a 



Date Edited: 



2/27/2002 



A-04-007- 
14b 

Description 



Disposition: 



DispAuthNo: 



Reasonable Accommodations Case Files. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-10, item 9b 



Date Edited: 



2/27/2002 



A-04-007-15 
Description: 

Disposition: 
DispAuthNo: 



Reasonable Accommodations Tracking System. 

This database contains pertinent data on employees requesting reasonable 
accommodations including type of disability, nature of accommodation, etc. 

TEMPORARY: Retain in HR/ER office. Delete individual record when active 
agency use ceases. 



N1 -59-00-10, item 10 



Date Edited: 



2/27/2002 



A-04-007- 
16a 

Description 



Disposition: 
DispAuthNo: 



Federal Employees Health Benefits (FEHB) and Federal Employees Group 
Life Insurance (FEGLI) Subject Files. 

a. Procedures and guidelines for the FEHB and FEGLI programs. 

Includes information on eligibility, FEHB open season, FEGLI open enrollment, 
Temporary Continuation of Coverage (TCC), grandchildren, leave without pay, dual 
enrollment, certificate of incapacity, refunds, etc. 

TEMPORARY: Destroy when superseded. 



N1 -59-00-10, item 13a 



Date Edited: 2/27/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-007- 


Federal Employees Health Benefits (FEHB) and Federal Employees Group 


16b(1) 


Life Insurance (FEGLI) Subject Files. 


Description: 


b. Certificate of Incapacity Files. 




Includes sensitive correspondence on dependent children who are incapable of self- 




qi innnrt pnrl pnntiniipH FFI— IR phx/ptphp hp\/nnrl pnp PP 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy upon separation of employee. 


DispAuthNo: 


N1 -59-00-10, item 13b(1) Date Edited: 2/27/2002 


A ft/I ftftT 


reaerai employees neaitn beneiits (rtnb) ana reaerai employees uroup 


16b(2) 


Life Insurance fFEGLh Subiect Files. 


Description: 


b. (2) Electronic version of records created on electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DisoAuthNo" 


N1 -59-00-1 0, item 1 3b(2) Date Edited: 2/27/2002 


A-04-007- 


Federal Employees Health Benefits (FEHB) and Federal Employees Group 


16c(1) 


Life Insurance (FEGLI) Subiect Files. 


Description: 


c. Requests for Refund Files. 




Includes correspondence regarding erroneous deductions of premiums for health 




pnrl lifp inQiirpnpp 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 1 year old. 


DispAuthNo: 


M1_^Q_nn-in itPm A^ciW r\ — ... , r\ir\-r ir\r\r\r\ 

ini uu iu, uem loc^i; p a ^ e Edited: 2/27/2002 


A-04-007- 


Federal Employees Health Benefits (FEHB) and Federal Employees Group 


16c(2) 


Life Insurance (FEGLI) Subject Files. 


Description: 


c. (2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-10, item 13c(2) Date Edited: 2/27/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-007-17 

m m *mw ■ \m m mm 


State Maaazine Trackina Svstem. 


Description: 


i nis dataoase contains names ana addresses ot employees wno wisn to receive 




the State Magazine. 


Disposition: 


TEMPORARY: Delete individual record when no longer needed. (GRS 13, item 




4a) 


DispAuthNo: 


N1 -59-00-10, item 14 Date Edited: 2/27/2002 


A-04-007- 


Disability Retirement Case Files. 


I Oa 




Description: 


Case files consisting of certification of reasonable access efforts, correspondence, 




pnrl pnnipQ nf Qtpnrlprrl fnrmQ iiqpH fnr HiQphilitv rptirpmpnt Qiiph ^F-^IOPF 
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a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 5 years old. 


DispAuthNo: 


N1 -59-00-10, item 15a Date Edited: 2/27/2002 


A-04-007- 


Disability Retirement Case Files. 


18b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-10, item 15b Date Edited: 2/27/2002 


A-04-007-19 


Awards Database. 



Description: Information relates to Foreign Service and Civil Service employees and is used to 

update Personnel Audit Reports, for reporting as required by the consent decree in 
class action suits, and analysis and distribution of awards. Includes data such as 
name, social security number, grade, assignment, type of award, sex, approval 
date, dollar amount, hours (for time off), and basis of award. 



Disposition: 
DispAuthNo: 



Temporary. Retain in HR/PE office. Destroy when active agency use ceases. 



N1 -59-00-11, item 9 



Date Edited: 4/16/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



Position and Pay Management 



A-04-008- 
01a 


Official Position Descriptions 


Description: 


Recordkeeping copy (paper). Record copy of position descriptions that include 




inTormation on title, series, grade, duties and responsibilities, and related 




documents 


Disposition: 


TEMPORARY. Destroy 2 years after position is abolished or description is 




superseded. 


DisnAuthNo" 


GRS 1 , item 7b Date Edited: 1/14/2002 


A-04-008- 


Position Descriptions. 


U ID 




Description: 


Electronic version of records created by electronic mail and word processing 




applications. 


Disposition. 


i tivir kjriMri y . ueieie wimin iou uays aner recoruKeepmg copy nas Deen 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1/14/2002 


A-04-008-02 


Staffing Patterns 


Description: 


Copies of staffing patterns for Departmental units and Foreign Service posts. 


Disposition: 


Destroy when superseded. 


DispAuthNo: 


NN-166-54, item 1 Date Ed ited: 4/1/1999 


A-04-008-03 


Chronological Files. 


Description: 


Extra copies of documents of outgoing communications of all types, arranged 




chronologically without regard to subject. The official record copy is filed in the 




designated recordkeeping program file. 


Disposition: 


TEMPORARY: Destroy when 1 year old, or sooner if no longer needed for current 




operation. 



DispAuthNo: 



N1 -59-00-1 4, item 8 



Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-008- 


Classification General Subject and Organizational Files - Correspondence, 


04a 


memoranda reoorts circulars studies audits and other oaoers on 




pla^Qif ipatinn ra^p^ rpnrnani7atinn^ ^phpriulp noQitionQ ^unprnrarip^ 




Chief of Mission and other matters 


Description: 


a. Hecords on signiticant classitication policies, procedures, studies, reports and 




survevs 


Disposition: 


Permanent. 


DispAuthNo: 


RRP-NN-464-7 Date Edited: 4/1/1999 


A-04-008- 


Classification General Subject and Organizational Files - Correspondence, 


04c 


mpmnranria rpnortQ pirpularQ QtuHiPQ auHitQ anH othpt* nanpr<; on 




classification cases, reorganizations, Schedule C positions, Supergrades, 




Chief of Mission and other matters 




c CiPQP filpQ nn pprtpin tvnpQ nf nnQitinnQ Qiirh 3Q ^rhprliilp C 1 . ^imprnrprlp Cihipf 




of Mission, etc. 


Disposition: 


Destroy when superseded or when case ceases to have value as a precedent. 


DisoAuthNo: 


NN-173-138, item 1c Date Edited: 4/1/1999 


A-04-008- 


Position Designation File 


05a 




Description: 


Correspondence, memorandums, reports, requests for changes and other papers 




on designation of positions as Civil Service or Foreign Service. Arranged by 




organizational unit and occupational group 




7\ f^nnipQ nf pnmnlptprl QtiirlipQ pnrl Qinnifir*pnt nnlipipQ nrnppHiirpQ pnrl 
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organizational papers. 


Disposition: 


Permanent. 


DispAuthNo: 


RRP-NN-464-7 Date Edited: 4/1/1999 


A-04-008- 


Position Designation File 


05b 




Description: 


Correspondence, memorandums, reports, requests for changes and other papers 




on designation of positions as Civil Service or Foreign Service. Arranged by 




organizational unit and occupational group 




b. All papers other than those described in "a" above. 


Disposition: 


Destroy when superseded or obsolete. 


DispAuthNo: 


NN-1 66-54, item 5 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-008-06 


Position Control System 


Description: 


Position Control Master - This on-line information system contains data on each 


American personnel position in the State Department on a worldwide basis. 


Disposition: 


Destroy when active agency use ceases. 


DispAuthNo: 


NC1 -59-83-4, item 21 Date Ed j t ed: 4/1/1999 




OlaQQif ipfltinn ^nrx/pv Data FMpq 


07a(1) 




Description: 


a. Consist of classification reports, conversion charts and surveys, and other related 




correspondence. 




(1) Recordkeeping copy (paper). 


Disoosition: 


TEMPORARY: Retire to RSC when 1 vear old for transfer to WNRC. Destroy 




when 10 years old. 


DispAuthNo: 


N1 -59-00-1 4, item 3a(1 ) nato cnitoH- 1/1 A/onno 


A-04-008- 


Classification Survey Data Files. 


u # y 




Description: 


a. Consist of classification reports, conversion charts and surveys, and other related 




correspondence. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1/14/2002 


A-04-008- 


Classification Survey Data Files. 


07b 




Description: 


b. Microfilm copies: Silver halide original and positive vesicular microfilm copy. 


Disposition: 


TEMPORARY: Destroy when 10 years old or when no longer needed for 




reference purposes. 


DispAuthNo: 


N1 -59-00-1 4, item 3b Date Edited: 1/1 4/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-008- 


niflQQif ipfitinn ^urx/pv Data FNpq 


07c(1) 




Description: 


c. Correspondence, reports and other records relating to inspections, surveys, desk 




audits and evaluations, etc. 




(1) Recordkeeping copy (paper). 


Disposition* 


TEMPORARY - Destrov when 3 vears old or 2 vears after insoection bv OIG 
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whichever is sooner. 


DispAuthNo: 


GRS 1, item 7c(1) n^to crist-Asi- i/i/i/qhoq 
' \ / uaie t a uea. i/i4/c:uuc: 


A-04-008- 


Classification Survey Data Files. 






Description: 


c. Correspondence, reports and other records relating to inspections, surveys, desk 




audits and evaluations, etc. 




(^) electronic version ot records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1/14/2002 


A-04-008- 

» » x^ ■ x» x» xw 


Classification Survev Data Files. 

X^ ■ X»# V,.* ■ ■ ■ X^ V* X ■ W ■ ■ X«^ %vl ■ W X^ W fc^ vt li V* ■ ■ ■ WW ■ 


07d(1)(a) 




Description: 


d. Background material including copies of communications, memoranda, 




worksheets, questionnaires and other material collected or created in preparing 




various classification reports, studies, and surveys. 




(1) Routine cases. 




(a) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy 1 year after completion of related survey or study. 


DispAuthNo: 


N1 -59-00-14, item 3d(1)(a) Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-008- 


niflQ^if iratinn ^urx/pv Data FMpq 


07d(1)(b) 




Description: 


(1) Routine cases. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1/14/2002 


n"U4"UUO 


OlziQQif inatinn Data FMpq 
oiciooi i iisdiiui 1 oui vcy uglkcl rucd> 


07d(2)(a) 




Description: 


(2) Precedent cases. 




\cL) ncoUl Uf\ct?[Jli iy OUfjy \\Ja\JK5\). 


Disposition: 


TEMPORARY: Destroy when of no further reference value.(NN-173-138, item 1b) 


DispAuthNo: 


N1 -59-00-14, Item 3d(2)(a) Date Edited: 4/1/1999 


A-04-008- 


niflQQif ipatinn ^urx/px/ Data FMpq 


07d(2)(b) 




Description: 


(2) Precedent cases. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


UlspAUtnNO. 


N1 -59-00-1 4, item 3d(2)(b) Date Edited: 1/14/2002 


A-04-008- 


Case files for reclassification, position appeals, reclassification standards, 


08a 


job series, etc. 


Description: 


a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy 3 years after case is closed, or when case ceases to have 




value as a precedent. 


DispAuthNo: 


GRS 1, item d(1) Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-008- 
08b 

Description 



Disposition: 



DispAuthNo: 



Case files for reclassification, position appeals, reclassification standards, 
job series, etc. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 4, item 4b 



Date Edited: 



1/14/2002 



A-04-008- 
09a 

Description 



Disposition: 
DispAuthNo: 



Subject Files. 

Consist of correspondence, memorandum and reports documenting the 
development and implementation of policies, regulations, and procedures 
concerning the personnel management of all direct hire and personal services 
contract Foreign Service National (FSN) employees. Also includes correspondence 
documenting policies and procedures to offices in the Department, other Federal 
agencies and post overseas on personnel issues. 

a. Recordkeeping copy (paper). 



TEMPORARY: Destroy when 10 years old. 



N1-59-00-14, item 1a 



Date Edited: 



1/14/2002 



A-04-008- 
09b 

Description 



Disposition: 



DispAuthNo: 



Subject Files. 

Consist of correspondence, memorandum and reports documenting the 
development and implementation of policies, regulations, and procedures 
concerning the personnel management of all direct hire and personal services 
contract Foreign Service National (FSN) employees. Also includes correspondence 
documenting policies and procedures to offices in the Department, other Federal 
agencies and post overseas on personnel issues. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



GRS 1 , item 43a 



Date Edited: 



1/14/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-008- 


Country Files. 


10a 




Description: 


Consist of correspondence, memorandum, reports, telegrams from posts, studies, 




■ r r ■ ii i ■ i I i ■ ■ 

surveys, staffing patterns, cases, reorganizations, and other documents on 




^^l^rv/hpnpf it^ £inrl pl^^^ifippjtinn ptp 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 10 years old. 


DisoAuthNo" 


N1 -59-00-14, item 2a Date Edited: 1/14/2002 




Oniintrv FiIpq 


10b 




Description: 


Consist of correspondence, memorandum, reports, telegrams from posts, studies, 




surveys, staffing patterns, cases, reorganizations, and other documents on 




salary/benefits and classification, etc. 




d. electronic version ot recorus creaieu Dy eiecironic man ana wora processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1/14/2002 


A-04-008- 


Wage Survey Files. 


11a(1) 




Description: 


Consists of wage survey reports and data. 



a. Background documents and correspondence pertaining to area wages paid for 
each employee class; background papers establishing need, authorization, 
direction, and analysis of wage surveys; development and implementation of wage 
schedules; and request for authorization of specific rates (excluding authorized 
wage schedules and wage survey recapitulation sheets). 



(1) Recordkeeping copy (paper). 



Disposition: 
DispAuthNo: 



TEMPORARY: Destroy after completion of second succeeding wage survey. 



GRS 1 , item 38 



Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-008- 


vv ay c uui vcy i iicoi 


11a(2) 




Description: 


Consists of wage survey reports and data. 




a. Background documents and correspondence pertaining to area wages paid for 




each employee class; background papers establishing need, authorization, 




direction, and analysis of wage surveys; development and implementation of wage 




schedules; and request for authorization of specific rates (excluding authorized 




waae schedules and waae survev recapitulation sheets). 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 1/14/2002 


A-04-008- 
lib 


Wage Survey Files. 


Description: 


Consists of wage survey reports and data. 




b. Microfilm copies: Silver halide original and positive vesicular microfilm copy. 


Disoosition: 


TEMPORARY: Retain in PER/OE. Destrov when 10 vears old or when no lonaer 

■ h^MB 1 V ■ ■ ^M^r ■ I / * 1 ft ■ ■ ■ ft ft, III III ■ ft^^H ■ ft/ i ~ ■ \ ^ L I W WWII II 1 W 1 N i 1 1 WWII II II \_x 1 1 1 1 




needed for reference purposes, whichever is sooner. 


DispAuthNo: 


i o» uu 14, item od Q 3te Edited: 1/14/2002 


A-04-008- 


Wage Survey Files. 


11c(1) 




Description: 


Consists of wage survey reports and data. 




c. Salary Schedules and Local Compensation Plans. Wage schedules for all 




established work weeks (40 hr.-48 hr. etc.); rates and rules pertaining to premium 




pay and holiday pay; and a full description of all authorized direct benefit plans such 




as severance pay plans, insurance plans, etc. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 3 years old for transfer to WNRC. Destroy 




when 25 years old. 


DispAuthNo: 


N1 -59-00-14, item 5c(1) Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 


A-U4-UUO- 


Wage ourvey rues. 


11c(2) 




Description: 


c. Salary Schedules and Local Compensation Plans. Wage schedules for all 




ill a l 1 1 1 /A f\ 1 A /~v 1 I \ ■ 11 ■ ■ • ■ ■ 

established work weeks (40 hr.-48 hr. etc.); rates and rules pertaining to premium 




pay and holiday pay; and a full description of all authorized direct benefit plans such 




as severance pay plans, insurance plans, etc. 




(9\ Flpptrnnip \/prQinn nf tppotHq nr&zif&ri h\/ plpptrnnip mail anrl wnrrl nrnrPQQinn 




dppilUclLIUi lb. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


bhb 1 ' ltem 4da Date Edited: 1/14/2002 


A-04-008- 


Waae Survev Files. 


11c(3) 




Description: 


c. Salary Schedules and Local Compensation Plans. Wage schedules for all 




established work weeks (40 hr.-48 hr. etc.); rates and rules pertaining to premium 




pay and holiday pay; and a full description of all authorized direct benefit plans such 




as severance pay plans, insurance plans, etc. 




(3) Microfilm copies: Silver halide original and positive vesicular microfilm copy. 


Disposition: 


TEMPORARY: Retain in PER/OE. Destroy when 10 years old or when no longer 




needed for reference purposes, whichever is sooner. 


DispAuthNo: 


N1-59-00-14, item 5c(3) Date Edited: 1/14/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Performance Evaluation 



A-04-009- 
01a 

Description 



Disposition: 



DispAuthNo: 



Performance Evaluation General Subject Files 

Reports, memorandums, telegrams, correspondence, issuances, minutes of 
meetings, agendas for meetings, and other policy documentation documenting 
significant policy, procedural and organizational matters relating to the development 
and administration of the Department of State program for performance evaluation, 
promotion and separation of Foreign Service Officers, and other Foreign Service 
employees. 

a. Recordkeeping copy (paper) 

Permanent. Retain in Performance Evaluation Office (PER/PE) for 10 years. 
Retire to RSC when 10 years old for transfer to WNRC. Transfer to the National 
Archives when 25 years old. (N1 -59-93-1 5, item 1) 



N1 -59-00-11, item 1a 



Date Edited: 



4/1 6/2002 



A-04-009- 
01b 

Description 



Disposition: 
DispAuthNo: 



Performance Evaluation General Subject Files. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

Temporary. Delete within 180 days after recordkeeping copy has been produced. 



N1 -59-00-11, item 1b 



Date Edited: 



4/1 6/2002 



A-04-009- 
02a 

Description 



Selection Board Promotion Panel Files - Arranged by Board or Panel and 
thereunder by type of records. 

Includes precepts, comments and recommendations, findings, rankings, promotion 
lists, class list, membership lists, and other records of Boards and Panels. 



Disposition: 



DispAuthNo: 



a. Recordkeeping copy (paper) 

Permanent. Retain in HR/PE for 10 years. Retire to RSC in 1-year blocks for 
transfer to WNRC. Transfer to the National Archives when 25 years old in 5-year 
blocks. (N1 -59-93-1 5, item 2) 



N1 -59-00-11, item 2a 



Date Edited: 



4/1 6/2002 



A-04-009- Selection Board Promotion Panel File - Arranged by Board or Panel and 

02b thereunder by types of records. 

Description: b. Electronic version of records created by electronic mail and word processing 

applications. 

Disposition: Temporary. Delete within 180 days after recordkeeping copy has been produced. 
DispAuthNo: N1 -59-00-1 1 , item 2b Date Edited: 4 /1 6/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-009-03 



Performance Evaluation Case Files 



Description 



Disposition: 
DispAuthNo: 



Correspondence with Foreign Service employees regarding the submission of 
performance ratings or supplemental data for inclusion in their Performance 
Folders, inquiries or comments concerning the content of ratings, and other 
performance evaluation matters, excluding any rebuttals that are filed only in the 
employee's Official Performance Folder. 

Destroy 5 years after separation of employee from the Foreign Service. 



NC1 -59-77-1 8, item 5 



Date Edited: 



4/1/1999 



A-04-009-04 
Description: 

Disposition: 
DispAuthNo: 



Selection Board Administrative Correspondence File 

Consists of correspondence regarding the selection of Board members, 
administrative arrangements, etc. 



Destroy when 2 years old. 
NN-173-131, item 4 



Date Edited: 



4/1/1999 



A-04-009-05 
Description: 



Disposition: 



DispAuthNo: 



Automated Score Card System 

This on-line system is used to track the career status and progress of individuals in 
the Foreign Service. Information consists of the individual's name, date of birth, 
social security number, tenure date, commission date, time-in-class and extensions, 
Selection Board rankings, promotion history, skill code, senior threshold board 
requests and related correspondence. 

Temporary. Retain in HR/PE office. Delete when active agency use ceases. (NN- 
173-131, item 6) 



N1-59-00-11,item5 



Date Edited: 



4/1 6/2002 



A-04-009-06 Automated Report Card System 

Description: This on-line system is used to account for the receipt of and to track evaluation 

reports. Information includes the names of the rated, rating and reviewing officers, 
the period covered by the report, the date received in the office, ranking of overall 
performance and potential, and the rated officer's social security number. 

Disposition: Temporary. Retain in HR/PE office. Delete when active agency use ceases. (NN- 
173-131, item 6) 



DispAuthNo 



N1-59-00-11,item6 



Date Edited: 4/16/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-009- 
07a 

Description: 



Disposition: 
DispAuthNo: 



Threshold Review Files 

1 . Consists of threshold review panel statements, personnel audit reports (PAR's) 
and related records on Class 6 officers considered for promotion by the Threshold 
Review Board. The 1973 files also contain administrative documents, such as 
copies of BEX letters transmitting interview statements, acknowledgements of 
receipt thereof, copies of letters concerning the Board's findings, career counseling 
statements of cone preferences, etc. Some of these papers will no longer 
accumulate and the remainder will henceforth be maintained by BEX. 

a. Files on Threshold candidates who are promoted to Class 5. 



Destroy upon promotion. 
NC-59-75-10, item 1a 



Date Edited: 



4/1/1999 



A-04-009- 
07b 

Description 



Disposition: 
DispAuthNo: 



Threshold Review Files 

1 . Consists of threshold review panel statements, personnel audit reports (PAR's) 
and related records on Class 6 officers considered for promotion by the Threshold 
Review Board. The 1973 files also contain administrative documents, such as 
copies of BEX letters transmitting interview statements, acknowledgements of 
receipt thereof, copies of letters concerning the Board's findings, career counseling 
statements of cone preferences, etc. Some of these papers will no longer 
accumulate and the remainder will henceforth be maintained by BEX. 

b. Files on Threshold candidates who fail to be promoted. 

Destroy 1 year after candidate is separated from service for time in class. 



NC-59-75-10, item 1b 



Date Edited: 



6/22/2007 



A-04-009-08 
Description: 

Disposition: 
DispAuthNo: 



Threshold Review Files 

Administrative records relating to Threshold interviews conducted by BEX. 



Destroy 1 year following interview. 
NC-59-75-10, item 2 



Date Edited: 



4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Personnel Policy and Planning 
A-04-010- Personnel Policy Historical File 



01a 




Description: 


Originals and copies ot reports, studies, surveys, orders, circulars, bills, acts, 




hearinas committee documents oaoers on oolicies olans oraanization oroarams 




procedures, systems and matters relating to personnel administration of the 




Department and the Foreign Service. 




a Rprnrdkppninn rnnv fnanpr^ 


Disposition: 


PERMANENT. Retain in the Policy Coordination Office (DPG/PC) for 10 years. 




Retire inactive files when 10 years old to RSC for transfer to WNRC. Transfer to 




the National Archives when 25 years old. (RRP-NN-464-7) 


DispAuthNo: 


N1 -59-00-1 2, item 01a Date Edited: 7/5/2002 


A-U4-U1 U- 


Personnel Policy Historical rile 


01b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DisoAuthNo" 


N1 -59-00-1 2, item 1b Date Edited: 7/8/2002 


A-04-01 0-02 


Card Index to Central Reference File 


Description: 




Disposition: 


Permanent. 


DispAuthNo: 


RRP-NN-464-7 Date Ed ited: 4/1/1999 


A-04-01 0- 


Task Force and Committee Records on the Herter Report - Copies of 


03a 


recommendations, progress reports and other papers of the task force 




Steering Committee and Executive Committee 


Description: 


a. Master Copy. 


Disposition: 


Permanent. 


DispAuthNo: 


RRP-NN-464-7 Date Ed ited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-010- 


Task Force and Committee Records on the Herter Renort - CoDies of 


03b 


recommendations, progress reports and other papers of the task force 




Steering Committee and Executive Committee 


Description: 


b. Extra copies of papers, galley proofs and reproduction materials. 


Disposition: 


TEMPORARY. Destroy when no longer needed for reproduction or distribution 




purposes. 


DispAuthNo: 


Non-record Date Edited: 4/1/1999 


A-04-01 0- 


Committee Records on the Wriston Report - Background information, copies 


04a 


of corresoondence studv nroun reoorts and other related oaoers 


Dp^rrintion ■ 


a Mastpr Conv 


Disposition: 


Permanent. 


DispAuthNo: 


RRP-NN-464-7 Date Edited: 4/1/1999 


A-04-01 0- 


Committee Records on the Wriston Report - Background information, copies 


04b 


of correspondence, study group reports and other related papers 


Description: 


b. Extra copies of papers, galley proofs and reproduction materials. 


Disposition: 


TEMPORARY. Destroy when no longer needed for reproduction or distribution 




purposes. 


DispAuthNo: 


Non-record Date Edited: 4/1/1999 


A-04-010- 


Project Reports on Personnel Policy and Planning 


U5a(i ) 




Description: 


a. Master. 




(1) Recordkeeping copy (paper). 


Disposition: 


PERMANENT. Retire to RSC when 10 years old for transfer to WNRC. Transfer 


to the National Archives when 25 years old. 


DispAuthNo: 


N1 -59-00-1 2, item 2a(1) Date Edited: 7/5/2002 


A-04-010- 


Proipct Rpoorts on Personnel Policv and Plannino 

1 1 wlwwl 1 1 Vy 1 lw \J 1 1 1 w 1 w \J 1 II ICI 1 wllwy vll lU 1 lt*l II III IU 


05a(2) 




Description: 


a. Master. 




2. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 2, item 2a(2) Date Edited: 6/19/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 0- 


Project Reports on Personnel Policy and Planning 


05b 




Hoop t*i i^t i n ■ 

uescnpuon . 


K All othor oooioc 
U. Mil ULFIUI UUpico. 


Disposition: 


TEMPORARY. Destroy when no longer needed for reproduction or distribution 




purposes. 


DispAuthNo: 


N1 -59-00-1 2, item 2b Date Edited: y/5/2002 


A-04-01 0- 


Project Working Papers 


06a 




Description: 


Consist of questionnaires, copies of memoranda, reports, printed and processed 




materials, notes, and drafts collected or created in connection with each planning or 




nnlirw nrniprt 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when project is completed. 


DispAuthNo: 


N1 -59-00-1 2, item 3a Date Edited: 7/5/2002 


A-U4-U1 U- 


rroject worKing rapers 


06b 

w \J 




Description: 


d. electronic version ot records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DisnAuthNo* 


KM CO OO HO l^nm O l~« 

N1 -59-00-1 2, item 3b Date Edited: 6/20/2007 


A-04-01 0- 


Legislative Files 


07a(1 ) 




Description: 


General subject files on personnel legislation. Includes draft bills and related 




memoranda, correspondence and supporting briefing data. 




a. One copy of each draft justification, cost estimate and briefing data. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when 1 5 years old. 


DispAuthNo: 


N1 -59-00-1 2, item 4a(1) Date Edited: 7/5/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-010- 




07a(2) 




Description: 


a. One copy of each draft justification, cost estimate and briefing data. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 2, item 4a(2) Date Edited: 7/8/2002 


A-04-01 0- 


Legislative Files 


07b 




Descriotion: 


b All other oaoers 


Disposition: 


TEMPORARY. Destroy when superseded or obsolete. 


DispAuthNo: 


M1_t^Q_nn-19 jtp IT! AY\ _ _ ... , —r ir\ ir\r\r\r\ 

i o» uu i^, item 4D Q ate Edited: 7/8/2002 


A-04-01 0- 


FSRU Conversion Applicant File 


08a(1 ) 




Description: 


Contains application for conversion, worksheets, medical clearance and other 




documentation pertaining to conversion; where conversion is approved, a copy of 




the letter of offer; where conversion is disapproved, the recommendations for 




disapproval and a copy of the letter of denial sent to the applicant. 




a. Approved candidates. 




(1) Paper records. 


Disposition: 


Destroy after it has been ascertained that reproduced copies have been made in 




accordance with GSA and NARA regulations and are adequate substitutes for the 




paper records. 



DispAuthNo: 



NC1 -59-79-8, item 1a(1) 



Date Edited: 6/21/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 0- 


FSRU Conversion Applicant File 


08a(2) 

WwUl a— 1 




Description: 


Contains application for conversion, worksheets, medical clearance and other 




documentation pertaining to conversion; where conversion is approved, a copy of 




the letter of offer; where conversion is disapproved, the recommendations for 




disapproval and a copy of the letter of denial sent to the applicant. 




7\ Annrnx/pH ranrlirlptPQ 
d. /vppi u vcu uai luiuaico. 




IVMUIUIMIII IclrUIUo. 


Disposition: 


Destroy when 1 0 years old. 


Di^nAiithNn* 


NC1 -59-79-8, item 1a(2) Date Edited: 6/21/2007 


A-04-01 0- 


FSRU Conversion Applicant File 


08b 




Description: 


Contains application for conversion, worksheets, medical clearance and other 




documentation pertaining to conversion; where conversion is approved, a copy of 




the letter of offer; where conversion is disapproved, the recommendations for 




rliQpnnrn\/pl pnrl p rnnv nf thp Ipttpr nf Hpnipl Qpnt tn thp pnnlinpnt 

UIOCippi U V Cll CX\ \\J d \j\J\Jy \Jl LI IC 1 C LLC I w 1 UCI IICll OCI 1 L l\J LI IC CLppilUCLI 1 L. 




h\ OcinHiHcitoc \A/hr\ \A/ithHrci\A/ o r corses rnto r\rir\r to /r\n\/orcinn or Honiol 
U. ual lUIUcuco Wl IU WILIIUIdW Ul btJpd.ld.lt; pi IUI LU UUMVciolUII UI UUIMdl. 


Disposition: 


Destroy 1 year after withdrawal, separation or denial. 


Di^nAuthNo' 


NC1 -59-79-8, item 1b Date Edited: 4/1/1999 


A-04-01 0- 


FSRU Conversion Applicant File 


08c 




Description: 


Contains application for conversion, worksheets, medical clearance and other 




documentation pertaining to conversion; where conversion is approved, a copy of 




the letter of offer; where conversion is disapproved, the recommendations for 




disapproval and a copy of the letter of denial sent to the applicant. 




c. Candidates whose conversion is disapproved. 


Disposition: 


Destroy 1 year after separation of employee. 


DispAuthNo: 


NC1-59-79-8, item 1c Date Edited: 4/1/1999 


A-04-01 0-09 


Reserved for future use 


Description: 




Disposition: 




DispAuthNo: 


Reserved Date Edited: 4/1/1 999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 0- 


FSRU Program Files 


I Ud 




Description: 


Documentation defining the FSR/FAS Program and its establishment, related 




rpnnrtQ rnrrp^nnnrlpnrp anrl mpmnranrla - anrl rplatprl nrppprlpnt ppiqp^ 

1 \^^J\J\ ID , UUI 1 CO[JU 1 IUCI IOC Cll IVJ 1 1 ICI 1 1 \J 1 Cll 1 U CI , Cll IVJ 1 OldlC/U COCUCI 11 UaoCo 




a. Policy and precedent files. 


Disposition: 


Permanent. Offer to National Archives when 30 years old. 


DispAuthNo: 


NC1 -59-79-8, item 2a Date Edited: 4/1/1999 


A-04-01 0- 


FSRU Program Files 


10h 




Description: 


1 1 a ■ ■ a ■ rf"^ aL ^ aL ■ ^aa^ a^ah ^ahl aL ■ a^ah ■ i^aa. ^aa.a Baa l^aa* ^aai 1 ft 1 1 / 1 Mm I 1 ■ - — ak ^a*.a aal ^aSh takak ^aak a^ah ^a*J a aL ^aa. ^aa. ak aL ^BVfe Lasa* 1 a ak Lash .akah ^aat i^aa. aaa aal ^aat ■ av ^Bk. afet ^aa« ^au 

Documentation defining the FSR/FAS Program and its establishment, reported 




reports, correspondence and memoranda; and precedent cases 




h All nthpr rppnrrlQ 


Disposition: 


Destroy wnen iu years old. 


DispAuthNo: 


oy /y °' liem ^ u Date Edited: 4/1/1999 


A-04-01 0- 


Labor Management Relations Files 


11 ad Ha) 




Description: 


a. Labor Management Relations General and Case files. 




Correspondence, memoranda, reports and other records relating to the relationship 




between management and employee unions or other groups: 




(1) Office negotiating agreement. 




\a) ncOUl Ut\t?t?[Jli iy OUfjy \\Ja\JK5\). 


Disposition: 


TEMPORARY. Destroy 10 years after expiration of agreement. 


DispAuthNo: 


N1 -59-00-1 2, item 5a(1)(a) Date Edited: 7/8/2002 


A-04-01 0- 


Labor Management Relations Files. 


11a(1)(b) 




Description: 


a. Labor Management Relations General and Case files. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 2, item 5a(1)(b) Date Edited: 7/8/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 





9 ahnr Mansnpmpnt Relatione FMpq 


11a(2) 




ucotl ipilUI 1 ■ 


p 1 ahnr Manaripmpnt RplptinnQ fnPnprpI anrl O.^qp filPQ 
d. LdUUI IVIdl Idyol 1 Id 11 nclallUllo VjeilCldl dl IU Uaoc IIICo. 




(2) Other offices. 


Disposition: 


TEMPORARY. Destroy when superseded or obsolete. 


DispAuthNo: 


GRS 1 , item 28a(2) Date Edited: y/8/2002 


A-04-01 0- 


Labor Management Relations Files. 


n Dp; 




Description: 


b. Labor Arbitration and Case Files. Consist of correspondence, forms and 




harknrm inrl nanpr^ rplatinn tn lahnr arhitratinn ppqpq 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy 5 years after final resolution of case. 


DispAuthNo: 


GRS 1 , item 28b Date Edited: 7/8/2002 


A-04-01 0- 


Labor Management Relations Files. 


1 1 b(2) 




Description: 


b. (2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 7/8/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Career Counseling and Assignments 



A-04-011- 


General Subject Files. 

x^ ■ ■ x^ ■ ■ ^mmw vvf ■ x^ x»* « ■ ■ ■ x»» *wmw ■ 


01a(1) 




Description: 

^**wr ^wW 'wMW Wtaw ■ ■ Www * ■ *wmr' ■ ■ ■ 


a. Maior policy and procedural files documentinq proqram manaqement and policy- 




makina oertainina to the Department's career counselina and assianments 

I 1 I 1 X 1 1 1 X*J X^ I k X^ II III 1 XwJ I *<-S LI 1 X^ ■ ^ X^ X^ 1 v 1 1 1 X^ 1 1 I X^ W I X^ X^ I X^ X^ W<1 I I V_-» X^ III 1 1 1 N_»1 V^-» V_-» 1 X-1 1 1 1 1 1 X^ III. V_-» 




functions. 




("\) Recordkeeoina codv (oaoeh 

l 1 1 1 l v/Vx/l x4l\x/v/k/ll IM xyxykyy 1 k/Uk/x/l 1 


Disposition: 


I LMrUHAHY. Retire inactive material to the Hbu when 1 0 years old tor transfer 




to WNRC. Destroy when 15 years old. (NN-1 72-202, item 1a) 

k X^ Www v ■ » X^ ■ W b ■ X^ W WWII II I W ■ X^ X^ ■ X^i ■ ■ ■ ™r ■ ~ ■ ■ I III I V^V # 




N1 -59-00-1 3, item 15a(1) Date Edited: 9/26/2001 


A-04-011- 


General Subject Files. 


01a(2) 




U6ocnpuon . 


d. IVIdJUl pUMUy dl IU piUUtJUUIdl Mlco UUOUI 1 lei 1 LI I iy piUyidlll 1 Mdl Idy Ul 1 lUI IL dl IU (JUIIUy 




makinq pertaininq to the Department's career counselinq and assiqnments 

■ ■ ■ vt ■ ■ ■ v^v |V^ V ■ VI Mm mm ■ mmmm^ |V^ ■ mm w m mm ^mw ^mw ^mrm> ■ ^mw ^mw ^mw ^mw WMwm ■ ^mw ^mw ^mwu ^mrmi ■ V* ^mw ^mw ■ V^B ■ ^mw mm ^mw 




functions. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 15a(2) Date Edited: 10/2/2001 


A-04-011- 


General Subject Files. 


01b(1) 




Description: 


b. Administrative and operational correspondence files pertaining to the 




Department's career counseling and assignments functions. 




(1) Recordkeeping copy (paper) 


Disposition: 


TEMPORARY: Destroy when 3 years old. (NN-1 72-202, item 1b) 


DispAuthNo: 


N1 -59-00-1 3, item 1 5b(1 ) Date Edited: 9/26/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


General Subject Files. 






Description: 


b. Administrative and operational correspondence files pertaining to the 




Department's career counseling and assignments functions. 




(£) Liectronic version ot records created oy electronic man and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 15b(2) Date Edited" 10/1/2001 


A. n4.ni 1- 

r\ Ut Ul 1 




01c(1) 




Description: 


c. Departmental circulars, printed and processed reference material, and other 




information or working papers relating to internal administration or program subjects. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destrov when no lonaer needed for current operations. (NN-172- 




202, item 1c) 


DispAuthNo: 


N1 -59-00-1 3, item 15c(1) nato cnitoH- o/o^/onm 

' v / uaie caned. y/^D/^iuui 


A-04-011- 


General Subject Files. 


u i y 




Description: 


c. Departmental circulars, printed and processed reference material, and other 




information or working papers relating to internal administration or program subjects. 




(2) Electronic version of records created by electronic mail and word processing 




aoDlications 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 15c(2) Date Edited: 10/2/2001 


A-04-011-02 


Reserved for future use 


Description: 




Disposition: 




DispAuthNo: 


Reserved Date Edited: 4/1/1 999 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-011-03 


Reserved for future use 


Description: 




Disposition: 




DispAuthNo: 


RGSGrVGd noto PHitoH- /1/1/1QQQ 

uaie tanea. 4/ 1/ 


A-04-01 1 - 


Oarppr Dpuplnnmpnt Pgcp FMpq on Forpinn ^Pi*\/ir*p Offioprc anH Qtziff 
v/dicci lsc vciuiji i ici 1 1 vaoc nico ui ■ rui ciun oci viuc v/inucia ciiivi oiciii 


10a(1) 


Employees. 


Description: 


a. Records of long-term value on right side of folder, such as correspondence and 




memoranda relating to assignment preferences, career development, transfer 




between cones, and training. 




(l ) HecoruKeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after separation for transfer to WNRC. 




Destroy 7 years after employee is separated from the Foreign Service. (NN-172- 




202 item 4a) 

1— \-/ t— ■ 1 IV III 1 wv / 


DisoAuthNo: 

■v I * %™ till* ■ 


N1 -59-00-1 3, item 16a(1) Date Edited: 9/26/2001 


A-04-01 1- 


narppr Rpvplnnmpnt HaQP FMpq nn Fnrpinn ^prvirp Offirpr^ anri ^taff 

\-f Ul vol UCVCIUUIIICIIl wQOv 1 IICO \J 1 1 1 UI vlU 1 1 wvTI Vlvv vlllvCI 9 CI 1 Ivl wlClll 


10a(2) 


Employees. 


Description: 


a. Records of long-term value on right side of folder, such as correspondence and 




memoranda relating to assignment preferences, career development, transfer 




between cones, and training. 




(^) electronic version ot records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 16a(2) Date Edited: 10/2/2001 


A-04-01 1- 


Carppr Dpvplonmpnt Casp Filps on Forpian Service Officers and Staff 

VSU 1 w V> 1 1-/ v* V \*l\J hjl 1 1 Vrl 1 1 VdwV 1 1 1 Vr w V#l 1 1 V# 1 CIU 1 1 VV Vrl V 1 V»%^ V III V* 1 w wt 1 Ivl W Ivl I I 


10b(1) 


Employees. 


Description: 


b. Records of short-term value on left side of folder, such as telegrams relating to 




travel, etc. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 3 years old or upon transfer of folder to new 




counseling office or inactive file. (NN-1 72-202, item 4b) 


DispAuthNo: 


N1 -59-00-1 3, item 16b(1) Date Edited: 9/26/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


Career Development Case Files on Foreign Service Officers and Staff 




Fmnlnvppc 


Description: 


b. Records of short-term value on left side of folder, such as telegrams relating to 




travel, etc. 




( f )\ F 1 ootrr\ n io \/orcir\n of roonrrlc proQtoH h\\/ olootronio rnciil cinH \A/r\rH nrr^ooccinn 
\c.) LIcOllUIMO VololUM Ul IcOUlUb OlcdlcU Uy t?l tJULI UI IIU llldll dl IU WUIU piUUtJoblliy 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


UlSpAUTPNO. 


N1 -59-00-1 3, item 16b(2) Date Edited: 10/2/2001 


A-04-011-11 


Staffing Patterns - Foreign Service Counseling and Assignments 


Description: 


Monthly tabulations of Foreign Service and domestic employees arranged 




alphabetically by name of FS employee, by post within geographic regions; and 




domestic employees arranged by staff office or bureau. 


UlbpUolUUII. 


Uco LI Uy Ul 1 1 tJUtJIUL Ul 1 It? A 1 1 1 IUI 1 LI 1 o UUUy . 


DispAuthNo: 


NN-1 72-202, item 5 Date Edited: 4/1/1999 


A-04-011- 


Front Pages showing FS assignments made by Panel B (Career FSO's) and 


12a(1) 


Panel c (btatt employees). 


Description: 


a. Master set maintained by PER/CDA Office of Deputy Director. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 2 years old for transfer to WNRC. Destroy 




when 7 years old. (NN-1 72-202, item 6a) 


DispAuthNo: 


N1 -59-00-1 3, item 17a(1) Date Edited: 9/26/2001 


A-04-011- 


Front Pages showing FS assignments made by Panel B (Career FSO's) and 


12a(2) 


Panel C (Staff employees). 


Description: 


a. Master set maintained by PER/CDA Office of Deputy Director. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 17a(2) Date Edited: 10/3/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 1- 


Front Pages showing FS assignments made by Panel B (Career FSO's) and 


12b 


Panel C (Staff employees). 


Description: 


b. Copies maintained by other offices. 


Disposition: 


TEMPORARY: Destroy when 1 year old. (NN-1 72-202, item 6b) 


DispAuthNo: 


N1 -59-00-1 3, item 1 7b Date Edited: -j 0 /2/2001 


A-04-01 1 - 


Panel Agendas. 






Description: 


Information documenting transfer data of employees assigned to Foreign Service 




positions, i.e., assignments, estimate time of arrival at post, time of departure from 




post, length of tour of duty, position numbers, etc. 




MM. P"^^k f^^™ P"^^k / ^^^kv ■■^fc^ MV J^'^k f ^ 1 f 1 P"^^k r^^k 

a. Master agenda maintained by PER/CDA Office of the Deputy Director. 




(i j necoruKeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 2 years old for transfer to WNRC. Destroy 




when 7 years old. (NN-1 72-202, item 7a) 


DispAuthNo: 


N1 -59-00-1 3, item 18a(1) Date Edited: 9/26/2001 


A-04-01 1- 


Panel Agendas. 


13a(2) 




Description: 


Information documenting transfer data of employees assigned to Foreign Service 




oositions i e assianments estimate time of arrival at oost time of deoarture from 

k/wU 1 L 1 \J 1 1 KJ j 1 ■ V-* ■ j LA w w 1 V-i 1 1 1 1 1 V-» 1 1 L w j WW L 1 1 1 1 LA L w L 1 1 1 1 w w 1 LA 1 1 1 V LA 1 LA L k^wU L j LI 1 1 1 V-/ V_/ 1 VkA V-/ ky LAI L KA 1 W 1 1 \S 1 1 1 




post, length of tour of duty, position numbers, etc. 




a. Master agenda maintained by PER/CDA Office of the Deputy Director. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 18a(2) Date Edited: 10/2/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


Panel Agendas. 


1 JU 




Description: 


Information documenting transfer data of employees assigned to Foreign Service 




positions, i.e., assignments, estimate time of arrival at post, time of departure from 




post, length of tour of duty, position numbers, etc. 




d. aii otner copies. 


Disposition: 


TEMPORARY: Destroy when no longer needed for operating purposes. (NN-172- 




202, item 7b) 


DispAuthNo: 


N1 -59-00-1 3, item 18b Date Edited: 9/26/2001 


/-V U*-r U 1 114 


vxUdl Idly Mooiy llllldll VVUIIMJUUIVo I Ultiiyil Ocl Vluc VsUUIIodlliy dllU 




AQQinniriPntQ 

ndOlU 1 II 1 Ivl 1 19 


^^^k ^BBt ^Bk B4 ■ B^Bt JL ■ ^Bh B^BI — 

Description: 


Prepared Tor use by ranels b and u in making assignments to ho UTTicers and 




Staff employees and consisting of quarterly books with related Assignment 




Worksheets and narrative statements. 


Disposition: 


Destroy when 2 years old. 


Dicn Ai it h Nn* 


NN-1 72-202, item 8 Date Edited: 4/1/1999 


A-04-011- 


Personnel Abstracts (DS-1711) - Maintained in Card Files on FS Officers, Staff 


15a 


employees, Departmental secretaries, and division employees - Foreign 




Service Counseling and Assignments 


Description: 


a. Cards on active employees. 


Disposition: 


Destroy when updated card received. 


DispAuthNo: 


NN-172-202, item 10a Date Edited: 4/1/1999 


A-04-011- 


Personnel Abstracts (DS-1711) - Maintained in Card Files on FS Officers, Staff 


15b 


employees, Departmental secretaries, and division employees - Foreign 




Service Counseling and Assignments 


Description: 


b. Cards on reassigned employees. 


Disposition: 


Transfer card to inheriting office. 


DispAuthNo: 


NN-172-202, item 10b Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-011- 


Personnel Abstracts (DS-1711) - Maintained in Card Files on FS Officers, Staff 


15c 


employees, Departmental secretaries, and division employees - Foreign 




Service Counseling and Assignments 


Description: 


c. Cards on separated employees. 


Disposition: 


Destroy 3 years after separation. 


DispAuthNo: 


NN-1 72-202, item 10c Date Edited: 4/1/1999 


A-04-011-16 


Career Assianments Proaram Sheets (CAP's) - Foreian Service Counselina 




and Assignments 


Description: 


Prepared on Foreign Service Officers for use by Panel and FS inspectors, providing 




resume of current position, function, projection of assignments, any limitation on 




assignments, and pertinent information on employee's ability and qualifications. 




p Mpctpr FMpq 
ex. iviaoici 1 1100. 




Note: See item 041 1 1 0 for copies filed in CDC Folder. 


Disposition: 


Destroy when 3 years old. 


DispAuthNo: 


NN-1 72-202, item 1 1 a Date Edited: 6/22/2007 


A-04-011- 


Senior Assignments Board (SAB) records relating to Class 1 and 2 Foreign 


I fall J 




Description: 


a. Memoranda recommending senior officer assignments and bearing approval of 




Dirprtnr f^pnpral 

UN CUIUI \~A CI 1 CI a. 1 . 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 4 years old. (NN-1 72-202, item 12a) 


DispAuthNo: 


N1 -59-00-1 3, item 19a(1) n a to PHit^n- a/97/9nm 


A-04-011- 


Senior Assignments Board (SAB) records relating to Class 1 and 2 Foreign 




^pi*\/ipp Oarppr OffifPTQ 

1 V IOC UCIICCI V/llll/Cldi 


Description: 


a. Memoranda recommending senior officer assignments and bearing approval of 




Director General. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 19a(2) Date Edit ed: 10/2/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011 - 


Senior Assignments Board (SAB) records relating to Class 1 and 2 Foreign 


17b(1) 


Service Career Officers. 


Description: 


b. SAB assignment approval concerning key positions at posts or within the 




Department, (i.e., Ambassador Selection Committee and Deputy Chief of Mission 




f^nmmittpp^ 

wVJI I 1 1 I 1 1 HOC J . 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 4 years old. (NN-1 72-202, item 12b) 


DisoAuthNo" 

fc^ I *J K/ * » Willi w\f m 


KM CO C\C\ HO Hnt-k/H\ 

N1 -59-00-1 3, item 1 9b(1 ) Date Edited: 9/27/2001 




^pnior Assinnmpnts RoarH f^AR^ rprnrH^ rplatinn to nia^^ 1 and 9 Forpinn 


17b(2) 


Service Career Officers. 


Description: 


b. SAB assignment approval concerning key positions at posts or within the 




Department, (i.e., Ambassador Selection Committee and Deputy Chief of Mission 




Committee). 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 19b(2) Date Edited: 10/3/2001 


A-04-01 1- 


^pninr Aqqi nnmpntQ RnarH f^AR^ rprnrHQ rplatinn tn OlaQQ 1 anH 0 Forpinn 

uCIIIUI M99IUI IIIICI llO U\JQi \A \\Jr\ LJ J ICV/UIU9 IdClllliy lw v/ICloo 1 CM Ivl 1 UICIUM 


17c(1) 


Service Career Officers. 


Description: 


c. Memoranda approving change in assignments or tour of duty. 






Disposition: 


TEMPORARY: Destroy when 1 year old. (NN-1 72-202, item 12c) 


DispAuthNo: 


N1 -59-00-1 3, item 19c(1) Date Edited: g/27/2001 


A-04-011- 

i^Y V»~ VT 1 1 


Senior Assianmpnts Board fSAB^ records rplatinn to Class 1 and 2 Forpinn 

UCI 1 1 w ■ O O 1 VI 1 1 1 1 1 w 1 1 1 0 UWHI VI \ On ■— ' 1 1 vs W 1 VI w ■ Ivl 11 ■ 1 VI IV/ W IHww 1 vl 1 1 VI £• 1 Vf 1 PI V| 1 1 


17c(2) 


Service Career Officers. 


Description: 


c. Memoranda approving change in assignments or tour of duty. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 19c(2) Date Edited: 10/3/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-011- 

AT v 1 1 


Intpranpnpv 1 iaisnn FNps 

II IICI aUCI Ivy L_ 1 CI 1 OV/ 1 1 1 llvwi 


18a(1) 




Description: 


a. Correspondence with agencies concerning available positions, assignments of 




FSO s and agreements concerning such assignments. 




(1) Recordkeeping copy (paper). 


DisDosition* 


TEMPORARY - Destrov 3 vears after aareement is terminated (NN-1 72-202 item 




13a) 


DispAuthNo: 


N1 -59-00-1 3, item 20a(1) nato PHit^H- Q/97/9nm 

5 ■ lwi ■ ■ / uate c a ilea. y/^//^uui 


A-04-011- 


Interagency Liaison Files. 


I oa\4L ) 




Description: 


a. Correspondence with agencies concerning available positions, assignments of 




FSO's and agreements concerning such assignments. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 20a(2) Date Edited: 10/3/2001 


A. 04-01 1- 


Intpranpnru 1 iaiQnn FMpq 


18b(1) 




Description: 


b. Memorandum re. assignment of FSO's to functional bureaus of Department. 






Disposition: 


ft M 1 N v i > a i > % x r*x I /™v l l /tiki _j — ^ ^\ _j /— « ■ \ 

TEMPORARY: Destroy when 3 years old, (NN-1 72-202, item 13b) 


DispAuthNo: 


N1 -59-00-1 3, item 20b(1) Date Edited: 9/27/2001 


A-04-011- 


Intpranpncv Liaison Files 

ii no CMwi ivy mniwvii i iiv^o. 


18b(2) 




Description: 


b. Memorandum re. assignment of FSO's to functional bureaus of Department. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 20b(2) Date Edited: 10/4/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


Interagency Liaison Files. 






Description: 


c. General Subject files relating to functions and administration of office. 




(1) Policy and Procedure files. 




(a) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire inactive files when 5 years old to RSC for transfer to 


WNRC. Destroy when 20 years old. (NN-1 72-202, item 13d(D) 

W W I «. 1 1 ■ 1 ~ ✓ L I W WWII I I W Vr^ 1 V_ * 1 ■ 1 I ■ I ■ If X» ■ lb III 1 V" \ 'If 


DisoAuthNo: 


N1 -59-00-1 3, item 20c(1)(a) Date Edited: 9/27/2001 


AT w 1 1 


Intpranpnrv 1 iai^nn FMpq 

iiiiviciuciivy i_ i ci i ou 1 1 i 1 1 o . 


I8c(i)(b) 




Description: 


c. General Subject files relating to functions and administration of office. 




(1) Policy and Procedure files. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 20c(1)(b) n a to rnitaH- a/97/9nm 

5 ■t.w... / uaie to lieu . y/^/ /^uu i 


A-04-011- 


Interagency Liaison Files. 






Description: 


c. General Subject Files relating to functions and administration of office. 




(2) Routine administrative records. 




(a) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when no longer needed in current operations. (NN-1 72- 




202, item 13d(2)) 


DispAuthNo: 


N1 -59-00-1 3, item 20c(2)(a) Date Edited: g/27/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 1- 


Intpranpncv Liaison Files 


18c(2)(b) 




Description: 


c. General Subject Files relating to functions and administration of office. 




(2) Routine administrative records. 




(D) electronic version ot records created oy electronic man ana word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 20c(2)(b) Date Edited: 9/27/2001 


A-04-01 1- 


Interagency Liaison Files - Foreign Service Counseling and Assignments 


18e 




Description: 


Files relating to assignment of Foreign Service Officers to positions in functional 




bureaus of Department or in other Federal agencies. 




e. Correspondence with separated FSO's regarding transfer to other Federal 




agencies. 


Disposition: 


Destroy when 2 years old. 


DispAuthNo: 


NN-1 72-202, item 13e Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 1 - Official Technician's Files. 

19a(1) 

Description: a. Travel orders and related assignment correspondence on right side of folder 

consisting of Post Assignment Travel Authorization (formerly TMFour) and 
revisions; requests from employee for special travel approvals; requests for 
amendment to travel orders; Leave, Travel and Consultation Status (DS-1707); 
Status of Quarters (formerly TMTwo); Proposed Itinerary (formerly TMTwo); 
Departure Notice (formerly TMFive); Arrival Notice (formerly TMEight); official 
Change in Tour of Duty notifications; appointment or separation documentation 
(such as retirement approval); notification of effective date of reassignment; 
document reflecting approval or termination of Separate Maintenance Allowance; 
formal correspondence (telegrams, memos, etc.) related to travel; documentation 
not kept in other official files in support of Request for Personnel Action (SF52); 
Assignment Notification (formerly TMOne or TMThree) and revisions; courtesy 
travel arrival notice (until official Arrival Notice is received); informal correspondence 
related to travel or assignment (such as electronic mail); and worksheets or other 
working papers. 



(1) Recordkeeping copy (paper). 



Disposition: 



DispAuthNo: 



TEMPORARY: Retire to RSC 2 years after separation from the Foreign Service or 
conversion to Civil Service for transfer to WNRC. Destroy 4 years after file is 
retired to WNRC. (NN-173-105, item 1a) 



N1 -59-00-1 3, item21a(1) 



Date Edited: 



9/27/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 
19a(2) 

Description: 



Official Technician's Files. 

a. Travel orders and related assignment correspondence on right side of folder 
consisting of Post Assignment Travel Authorization (formerly TMFour) and 
revisions; requests from employee for special travel approvals; requests for 
amendment to travel orders; Leave, Travel and Consultation Status (DS-1707); 
Status of Quarters (formerly TMTwo); Proposed Itinerary (formerly TMTwo); 
Departure Notice (formerly TM Five); Arrival Notice (formerly TMEight); official 
Change in Tour of Duty notifications; appointment or separation documentation 
(such as retirement approval); notification of effective date of reassignment; 
document reflecting approval or termination of Separate Maintenance Allowance; 
formal correspondence (telegrams, memos, etc.) related to travel; documentation 
not kept in other official files in support of Request for Personnel Action (SF52); 
Assignment Notification (formerly TMOne or TMThree) and revisions; courtesy 
travel arrival notice (until official Arrival Notice is received); informal correspondence 
related to travel or assignment (such as electronic mail); and worksheets or other 
working papers. 



Disposition: 



DispAuthNo: 



(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 3, item21a(2) 



Date Edited: 



10/3/2001 



A-04-011- 
19b(1) 

Description: 



Disposition: 



DispAuthNo: 



Official Technician's Files. 

b. Documents consisting of Foreign Service Residence and Dependency Report 
(OF-126) and all supporting documentation on the left side of the Official Technician 
file. 

(1) Recordkeeping copy (paper). 

TEMPORARY: Retire to RSC (on the left side) of the Official Technician File 2 
years after separation from the Foreign Service or conversion to Civil Service for 
transfer to WNRC. Destroy 4 years after file is retired to WNRC. (NN-173-105, 
item 1 b) 



N1 -59-00-1 3, item21b(1) 



Date Edited: 



9/28/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 
19b(2() 

Description: 



Disposition: 



DispAuthNo: 



Official Technician's Files. 

b. Documents consisting of Foreign Service Residence and Dependency Report 
(OF-126) and all supporting documentation on the left side of the Official Technician 
file. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 3, item21b(2) 



Date Edited: 



10/4/2001 



A-04-011-20 
Description: 



Disposition: 
DispAuthNo: 



Personnel Card (DS-986) - Foreign Service Counseling and Assignments 

Record of each FS employee's travel to assigned post, tour of duty and home leave 
eligibility date, round trip and departure data, family status, personnel and panel 
actions. 



Destroy upon departure of employee from post. 



NN-1 72-202, item 15 



Date Edited: 



4/1/1999 



A-04-011-21 
Description 



Disposition: 
DispAuthNo: 



Interview Cards - Foreign Service Counseling and Assignments 

A record of interview with FS employee when reporting to Department on 
consultation prior to home leave, showing date of departure from U.S. and arrival at 
new post, and address and phone number while on home leave. 



Destroy after employee returns to post. 



NN-1 72-202, item 16 



Date Edited: 



4/1/1999 



A-04-011- 


Post Correspondence Files. 


22a 




Description: 


Consists of routine communications with posts on administrative matters or issues 


affecting more than one FS employee at post. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 2 years old. (NN-1 72-202, item 17) 


DispAuthNo: 


N1 -59-00-1 3, item 22a Date Edited: 9/28/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


Post Correspondence Files. 


C.C.V) 




Description: 


Consists of routine communications with posts on administrative matters or issues 


affecting more than one FS employee at post. 




b. Electronic version of records created by electronic mail and word processing 




aoDlications 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


UlSpAUTPNO. 


N1 -59-00-1 3, item 22b Date Edited: 10/4/2001 


A-04-011-23 


Reserved for future use 


Description: 




Disposition: 




DispAuthNo: 


R^Q^r\/^fi r% ■ w— mm. m a I ■* 1 4 r\r\r\ 

neberveu Date Edited: 4/1/1999 


A-04-011- 


Training Files. 


24a(1)(a) 




Description: 


Training files relating to the development and evaluation of training policies and 




oroarams coordination of trainina olans with FSI USIA and AID 

WimJ 1 \mA 1 V-A III \— ' ■ \mS \mS 1 III M L 1 1 1 1 LI LA II III 1 \A 1 M 1 1 if III 1 1 1 ■ I # * ■ M 1 1 # % I ^ ■ 




a. General Subject Files. 




(1) Policy and procedural files. 




(a) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 10 years old for transfer to WNRC. Destroy 




when 25 years old. (NN-1 72-202, item 19a(1)) 


DispAuthNo: 


N1 -59-00-1 3, item 23a(1)(a) Date Edited: 9/28/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-011- 


Training Files. 


24a(1)(b) 




Description: 


Training files relating to the development and evaluation of training policies and 




programs, coordination of training plans with FSI, USIA, and AID. 




a. General Subject Files. 




(1) Policy and procedural files. 




(0) Liectronic version ot records created uy electronic man ana word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 23a(1)(b) Date Edited: 6/20/2007 


A-04-011- 


Training Files. 


24a(2)(a) 




Description: 


Training files relating to the development and evaluation of training policies and 




programs, coordination of training plans with FSI, USIA, and AID. 




a. General Subject Files. 




(2) Records relating to the administration and operation of training functions; 




including correspondence regarding the FSO's proposed training, and 




1 ■ ■ ■ 1 ■ ■ ■ la" "111 1 ■ i 

correspondence with training organizations listing selections, available slots, etc. 




(a) Recordkeeping copy (paper). 


Disoosition: 


TEMPORARY: Destroy when 5 years old or when superseded or obsolete, 




whichever is sooner. (NN-1 72-202, item 19a(2)) 


DispAuthNo: 


N1 -59-00-1 3, item 23a(2)(a) Date Edited: 9/28/2001 


A-04-011- 


Training Files. 


24a(2)(b) 




Description: 


a. General Subject Files. 




(2) Records relating to the administration and operation of training functions; 




including correspondence regarding the FSO's proposed training, and 




correspondence with training organizations listing selections, available slots, etc. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 23a(2)(b) Date Edited: 10/4/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-011- 


Training Files. 


24b(1) 




Description: 


Training files relating to development and evaluation of training policies and 




programs, coordination of training plans with FSI, USIA, and AID. 




b. Budget Estimate Files, including correspondence, reports, statistical data, 




worksheets, etc., concerning budgeting for FSO training including coordination with 




FSI and AID. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 5 years old or 5 years after completion of a specific 




traininq proqram.(NN-1 72-202, item 19b) 


DispAuthNo: 


Ni-by-uu-iv3, item <wd(1) D ate Edited: 6/20/2007 


A-04-011- 


Training Files. 


24b(2) 




Description: 


Training files relating to development and evaluation of training policies and 




programs, coordination of training plans with FSI, USIA, and AID. 




b. Budget Estimate Files, including correspondence, reports, statistical data, 




worksheets, etc., concerning budgeting for FSO training including coordination with 




FSI and AID. 




/ x"">4 \ i i ■ 1 ■ r i i 1 1 1 ■ " 'ii i 1 

(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


Di^nAnthNn* 


N1 -59-00-1 3, item 23b(2) Date Edited: 10/4/2001 


A-04-01 1 - 


Training Files relating to development and evaluation of training policies and 


24c 


programs, coordination of training plans with FSI, USIA, and AID - Foreign 




Service Counseling and Assignments 


Description: 


c. Officer Training Application and Preference Report. 


Disposition: 


Destroy when 2 years old. 


DispAuthNo: 


NN-172-202, item 19c Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


Mustang Program Files. 


25a(1) 




Description: 


Files of Foreign Service and Civil Service applicants for entry into the Foreign 




Service Junior Officer Career Candidate Program. Includes application, 




autobiography, information on college training/written exam scores, the Board of 




Examiner's final integration form, and the signed tenure statement. 




a. Successful applicants. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after year of appointment for transfer to 




WNRC. Destroy when 7 years old. (NC-59-75-9, items 1 a and b) 


DispAuthNo: 


M 1 _^Q_nO- 1 ^ itPmP4aM^ r-» _ ... . r\ir\c\ ir\r\r\A 

in i uu ij, uem ^ap; Date Edited: 9/28/2001 


A-04-011- 


Mustang Program Files. 


25a(2) 




Description: 


Files of Foreign Service and Civil Service applicants for entry into the Foreign 




Service Junior Officer Career Candidate Program. Includes application, 




autobiography, information on college training/written exam scores, the Board of 




Examiner's final integration form, and the signed tenure statement. 




a. Successful applicants. 




Liectronic version ot records created oy electronic man ana word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


ini o» uu io, nem Date Edited: 10/4/2001 


A-04-01 1 - 


Mustang Program Files. 


25b(1) 




Description: 


Files of Foreign Service and Civil Service applicants for entry into the Foreign 




Service Junior Officer Career Candidate Proaram Includes aoDlication 
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autobiography, information on college training/written exam scores, the Board of 




Examiner's final integration form, and the signed tenure statement. 




b. Unsuccessful applicants. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after year of Oral Assessment for transfer 




to WNRC. Destroy when 7 years old. (NC-59-75-9, itemlc) 


DispAuthNo: 


N1 -59-00-1 3, item 24b(1) Date Edited: 10/2/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 


Mustang Program Files. 


25b(2) 




Description: 


Files of Foreign Service and Civil Service applicants for entry into the Foreign 




Service Junior Officer Career Candidate Program. Includes application, 




autobiography, information on college training/written exam scores, the Board of 




Examiner's final integration form, and the signed tenure statement. 




b. Unsuccessful applicants. 




/ ■ J \ 1 1 g^ 4- if g^\ ■ g^ » § tf g^ 1 4- 1^ §f *mM Mf g^\ 4- ^\ » ■ 1 ^\ 4/ ■ 1 1 g^M \ n i g^\ tf g^M tf g^\ g^ g^ g^ i 

\<i) Liectronic version ot records created oy electronic man ana wora processing 




t~\ VN 1 1 /"~\ 4- I g*\ y-\ g-\ 

applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DisoAuthNo: 


N1 -59-00-1 3, item 24b(2) Date Edited: 10/1/2001 


A_n4.ni 1- 


Fnrpinn ^ptx/ipp fnripvanpp FNpq 
ruiciun jci viiiC vji ivvcii i 1 1 v>o ■ 


26a(1) 




Description: 


a. Subject files consisting of correspondence, memoranda, reports, regulatory and 




procedural material, legislative and workshop records, and any other documents of 




a policy or precedent nature concerning the submission, handling, or resolution of 




grievance cases. Cut off annually. 




(1) Recordkeeping copy (paper). 


Disposition: 


Temporary. Retire to RSC 3 years after the cutoff. Destroy 15 years after cut off. 




(NC1 -59-77-1 8, item 4a) 


DispAuthNo: 


N1 -59-00-1 5, item 1a(1) Date Edited: 6/22/2007 


A-04-01 1 - 


Foreign Service Grievance Files 






Descriotion ■ 


a Subiect files consistina of corresoondence memoranda reoorts reaulatorv and 




procedural material, legislative and workshop records, and any other documents of 




a policy or precedent nature concerning the submission, handling, or resolution of 




grievance cases. Cut off annually. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 5, item 1a(2) Date Edited: 6/22/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 
26b(1) 

Description 



Foreign Service Grievance Files 

b. Case Files consisting of all papers accumulated in connection with any informal 
grievance, including the grievant's original letter, or referral memorandum with 
attachments from the Foreign Service Grievance Board, acknowledgement of 
grievant's letter, further correspondence, memorandum of findings by the Grievance 
Staff, and reply to grievant; and cases involving administrative review of the 
grievance of a separated employee, informal name file, consisting of 
correspondence indicating potential grievances that may be filed; and formal name 
file, consisting of a letter from a grievant or memorandum from the Foreign Service 
Grievance Board indicating that the grievant intends to file a formal grievance, with 
material pertinent to the Board's action, its remedial order, and any correspondence 
indicating compliance. EXCLUDES THE RECORDS OF THE FOREIGN SERVICE 
GRIEVANCE BOARD. 



Disposition: 



DispAuthNo: 



(1) Recordkeeping copy (paper). 

Temporary. Retire to RSC 1 year after case is closed for transfer to WNRC. 
Destroy 15 years after case is closed. (NC1 -59-77-1 8, item 4b) 



N1 -59-00-1 5, item 1b(1) 



Date Edited: 



6/22/2007 



A-04-011- 

26b(2) 

Description 



Foreign Service Grievance Files 

b. Case Files consisting of all papers accumulated in connection with any informal 
grievance, including the grievant's original letter, or referral memorandum with 
attachments from the Foreign Service Grievance Board, acknowledgement of 
grievant's letter, further correspondence, memorandum of findings by the Grievance 
Staff, and reply to grievant; and cases involving administrative review of the 
grievance of a separated employee, informal name file, consisting of 
correspondence indicating potential grievances that may be filed; and formal name 
file, consisting of a letter from a grievant or memorandum from the Foreign Service 
Grievance Board indicating that the grievant intends to file a formal grievance, with 
material pertinent to the Board's action, its remedial order, and any correspondence 
indicating compliance. EXCLUDES THE RECORDS OF THE FOREIGN SERVICE 
GRIEVANCE BOARD. 



Disposition: 



DispAuthNo: 



(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 5, item 1b(2) 



Date Edited: 



6/22/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A_n4.n1 1- 


Forpinn ^ptx/ipp fiNPvanop FiIpq 
ruiciuii oc^i viv/C v^i ic veil iisC? nico 


26c(1) 




Description: 


c. General Subject Files 




Consist of routine administrative and operational correspondence regarding 




grievance matters. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 2 years old or when no longer needed for reference 




purposes, whichever is sooner. 


DispAuthNo: 


N1 -59-00-1 5, item 1c(1) Date Edited: 6/22/2007 


A-04-01 1 - 


Foreign Service Grievance Files 






Description: 


c. General Subject Files. 




Consist of routine administrative and operational correspondence regarding 




grievance matters. 




(^). Liectronic version ot records created oy electronic man ana word processing 




applications. 


Disoosition: 


TEMPORARY: Delete within 180 days after recordkeepinq copy has been 




produced. 


Di^nAiithNn* 

UI3UMU II 1 1 1U • 
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N1 -59-00-1 5, item 1c(2) Date Edited: 6/22/2007 


A-04-01 1 -27 


Automated Personnel Transaction System (APTS) - Foreign Service 




Counseling and Assignments 


Description: 


An automated system used to manage the Foreign Service personnel assignment 




system. Includes all data pertaining to the assignment bid and panel process, and 




telegrams, correspondence, and forms issued for employee transfer, travel, or 




training. Once a year, or sooner if necessary, selected data is archived on 




magnetic tape. All personnel transactions are also entered into the main personnel 




database, the Table-Driven On-Line Foundation Software (TOFS). 


Disposition: 


Destroy when information is obsolete or no longer needed. 


DispAuthNo: 


N1 -59-88-15 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 

AT V 1 1 


^uitahilitv FHpq on Forpinn ^prx/ipp Fmnlnvpp^ - Fnrpinn ^prx/ipp nniin^plinn 


28a 


and Assignments 


Description: 


a. Subject files consisting of correspondence, memoranda, reports, and any other 




documentation of a policy or precedent nature concerning misconduct by Foreign 




OclVlUt? t?l 1 IfJIUycoo dl IU d|J|Ji Upi Idle LyUoo Ul UloUIUMi Idl y dUUUII. 


Disposition: 

■ 


Permanent. Transfer to National Archives when 30 years old. 


DispAuthNo: 


NC1 -59-77-1 8, item 3a Date Edited: 4/1/1999 


A-04-011- 


Suitability Files on Foreign Service Employees - Foreign Service Counseling 


28b 


and Assignments 


Description: 


Foreign Service Employees Conduct, Suitability, and Discipline 




b. Case files consisting of sensitive communications with Foreign Service 




employees and/or their supervisors concerning allegations of misconduct, marital or 




nonsupport problems, personal indebtedness, black market operations, narcotics 




traffic, visa fraud, or bribery; informal hearings regarding alleged misconduct; and 




sensitive or other privileged information about an employee exchanged between top 




officials of the Department and principal officers overseas. 


Disposition: 


Retire to RSC 2 years after separation of employee from the Foreiqn Service, and 




destroy 15 years after separation date. 


DispAuthNo: 


N1 -59-86-8, item 1 b Date Edited: 6/22/2007 


A-04-01 1 - 


Suitability Files on Foreign Service Employees - Foreign Service Counseling 


28c 


and Assignments 


Description: 


Foreign Service Employees Conduct, Suitability, and Discipline 




c. Case files consisting of sensitive communications with Foreign Service 




employees, their supervisors and the Diplomatic Security Service concerning 




repeated security violations. 


Disposition: 


Destroy 2 years after separation of employees from the Foreign Service. 


DispAuthNo: 


N1 -59-86-8, item 2c Date Edited: 6/22/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011-29 



Description 



Disposition: 
DispAuthNo: 



Foreign Service Grievance Board Records of Proceedings- Foreign Service 
Counseling and Assignments 

Case files involving appeals by employees of State, AID, USIA, Commerce and 
Agriculture when management decisions on personnel policy or procedures 
reached after an agency review in the grievance process did not result in 
agreement. Includes charges, i.e. grievant's original letter, responses, i.e. 
acknowledge of grievant's letter, and other related correspondence, i.e. exhibits 
substantiating charges, memos notifying of hearing dates, etc., hearing briefs, 
Board or, if litigation pursued, court transcript of proceedings, etc. 



Destroy 25 years after case is closed. 
N1 -59-86-1 



Date Edited: 



4/1/1999 



A-04-011-30 
Description: 

Disposition: 
DispAuthNo: 



Grievance Tracking System. 

This on-line system tracks the status of grievance cases. 
Temporary. Delete entry when related record are destroyed. 



N1 -59-00-1 5, item 3 



Date Edited: 



5/24/2002 



A-04-011-31 
Description 



Disposition: 
DispAuthNo: 



Civil Service Counseling and Assignments 

Conference Staffing Records - Includes delegation lists, staff studies, security 
clearances, and miscellaneous administrative material concerning staffing for 
international conferences and meetings. 



Destroy 3 years after end of conference. (II-NN-2835) 



NN-1 72-202, item 20 



Date Edited: 



4/1/1999 



A-04-011-32 


Civil Service Counseling and Assignments 


Description: 


Personal Services Case Files - Includes application for employment, security 




clearance data, Appointment Affidavits, and general correspondence with contract 




employees. 


Disposition: 


Retire to NPRC, St. Louis, 5 years after termination of contract. 


DispAuthNo: 


NN-1 72-202, item 21 Date Edited: 4/1/1999 


A-04-011-33 


Civil Service Counseling and Assignments 


Description: 


Suitability Case Files on Civil Service Employees - Case files and related records 




created in reviewing adverse action against an employee. 


Disposition: 


Destroy 4 years after the case is closed. 


DispAuthNo: 


GRS 1 , item 30b Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011-34 


Civil Service Counseling and Assignments 


Description: 


Request for Personnel Action (SF-52) - Chronological File copy. 


Disposition: 


Destroy when 1 year old. 


DispAuthNo: 


MM i ~70 OHO i \r\ rv-i OQ .. . . ,, , . „ „ „ 

nn-i/^, item <L6 Date Edited: 4/1/1999 


A-04-011-35 


Civil Service Counseling and Assignments 


Description: 


Personnel Abstract (DS-1 71 1 ) 


Disposition: 


Destroy 2 years after separation of employee. 


UlSpAUtnNO. 


NN-1 72-202, item 24 Date Edited: 4/1/1999 


A-04-011-36 


Promotion Panel Records - Civil Service Counseling and Assignments 


Description: 


Includes Promotion Program Placement Certificate (DS-1 297). 


Disposition: 


Destroy 2 years after the personnel action. 


DispAuthNo: 


GRS 1, item 32 n^to phii-ah- a/1/iqqq 


A-04-011- 


Grievance Files on Civil Service Employees 


O f 1 ) 




Description: 


a. Subject files consisting of policy and precedent material, including 




correspondence, memoranda, reports and copies of pertinent documents in 




precedent cases. 




(i j necoruKeeping copy (paper). 


Disposition: 


Temporary. Retire to RSC 5 years after cutoff. Destroy 15 years after cutoff. (NC1- 




59-77-18 item 2a) 


DisoAuthNo" 


N1 -59-00-1 5, item 2a(1 ) Date Edited: 6/22/2007 


A-04-01 1- 


C^NPvanpp FNpq on t^ix/il ^prvirp Fmnlnvpp^ 
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37a(2) 




Description: 


a. Subject files consisting of policy and precedent material, including 




correspondence, memoranda, reports and copies of pertinent documents in 




precedent cases. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 5, item 2a(2) Date Edited: 6/22/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A_n4.n1 1- 


f^ripx/ancp FMpq on f^ivil ^ptx/ipp FmnlnvppQ 


37b(1) 




Description: 


b. Case files consisting of correspondence with grievant/or his representative; legal 




depositions, hearing transcripts; and documents of a derogatory nature removed 




from employee's official Personnel Folder; all other papers relating to the 




employee's grievance. 




(1 ) necoruKeeping copy (paper). 


Disposition: 


Temporary. Retire to RSC 1 year after case is closed for transfer to WNRC. 




Destroy 7 years after the case is closed. 


DispAuthNo: 


GRS 1 , item 30a Date Edited: 5/24/2002 


A-04-01 1 - 


Grievance Files on Civil Service Employees. 






Description: 


b. Case files consisting of correspondence with grievant/or his representative; legal 




depositions, hearing transcripts; and documents of a derogatory nature removed 




from employee's official Personnel Folder; all other papers relating to the 




employee's grievance. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 5, item 2b(2) Date Edited: 6/22/2007 


A-04-01 1-38 


Civil Service Mustang Program Files - Civil Service Counseling and 




Assignments 



Description: Applicant files for a program selecting talented junior employees for Civil Service 

careers. Name files contain application form (DS 1720); FSEE test scores; an 
essay on an assigned topic; a letter explaining the results of the oral examination; 
and the scoresheets. Also contain correspondence on assignments and six week 
progress reports. 



Disposition: 
DispAuthNo: 



Destroy when 5 years old. 



NC-59-75-9, item 3 



Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011-39 



Description 



Disposition: 
DispAuthNo: 



Merit Promotion Announcement Files - Civil Service Counseling and 
Assignments 

Contain DS-1740, Panel Evaluation Report; DS-1738, Application for Vacancy; 
Memo or letter from office requesting Merit Promotion Certificate; DS-1737, Job 
Opportunity Announcement; DS-1739, Experience and Qualifications Statement for 
Top Ranking Candidates; DS-1297, Merit Promotion and Placement Certificate; 
Position Description; and other pertinent correspondence and documentation. 



Destroy when 2 years old. 
NC1 -59-80-1 5 



Date Edited: 



4/1/1999 



A-04-011- 
40a 

Description 



Disposition: 



DispAuthNo: 



Merit Promotion Applicant Files - Civil Service Counseling and Assignments 

a. Departmental Applicant Files. Contain DS-1738 applications; DS-1739, 
Experience and Qualifications Statements. 

Destroy after OPM audit or 2 years after the personnel action is completed, 
whichever is sooner. 



GRS 1 , item 32 



Date Edited: 



4/1/1999 



A-04-011- 
40b 

Description 



Disposition: 



DispAuthNo: 



Merit Promotion Applicant Files - Civil Service Counseling and Assignments 

b. Outside Agency Applicant Files. Contain applications and Performance 
Evaluation Reports. 

Destroy after OPM audit or 2 years after the personnel action is completed, 
whichever is sooner. 



GRS 1 , item 32 



Date Edited: 



4/1/1999 



A-04-011- 
41a 

Description 



Disposition: 



DispAuthNo: 



Civil Service Upward Mobility Program Files. 

Applicant files for the Upward Mobility Program. Files contain applications (SF- 
171); Supervisor Appraisal of Employee Potential (DS-1782); Supplemental 
application; Performance Evaluation and Rating; vacancy announcement, panel 
evaluation sheet; other pertinent correspondence. 

(1) Recordkeeping copy (paper). 

TEMPORARY: Retire to RSC after 1 year for transfer to WNRC. Destroy when 5 
years old. (NC1 -59-84-2) 



N1 -59-00-1 3, item 25(1) 



Date Edited: 



10/1/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-U4-U1 I - 

41b 


uivii bervice upward MODinty rrogram Mies. 


^^^k ^K ^K. ^K. .4 ■ B^K JL ■ ^K B^K. _ 

Description: 


d. electronic version ot records created by electronic mail and word processing 




applications. 


Disposition: 


B^— ■ JB BBh BBk J» BBh » » BBk . /Ill I . I J — 1 f . I I I 

TEMPORARY: Destroy/delete within 180 days after recordkeeping version has 




been produced. 


DispAuthNo: 


N1 -59-00-13, item 25(2) Date Edited: 10/1/2001 


A-04-01 1 - 


Functional Specialization Files. 






Description: 


Files of Foreign Service and Civil Service applications for career redirection training 




in a designated specialty. Includes application, the Board of Examiners' narrative 




material, training/evaluation data, and skill code changes. 




a. Successful applicants. 




(1) Hecordkeeping copy (paper). 


Disposition: 


b^— ■ jb ■ k ^k. ■ k — BBh » g r*N | «- » » f . «- _ i r i r i 

TEMPORARY: Retire to RSC 2 years after year of appointment for transfer to 




WNRC. Destroy when 7 years old. 


DispAuthNo: 


N1 -59-00-13, item 26a(1) Date Edited: 10/1/2001 

BBT V" K ^■B' BBB ^Bm B K ^Bpr ^BFB Bs / 


A-04-01 1- 


Functional Specialization Files. 


42a(2) 




Description: 


Files of Foreign Service and Civil Service applications for career redirection training 




in a designated specialty. Includes application, the Board of Examiners' narrative 




material, training/evaluation data, and skill code changes. 




a. Successful applicants. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 26a(2) Date Edited: 10/1/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-011- 


Functional Specialization Files. 


mo\ l) 




Description: 


Files of Foreign Service and Civil Service applications for career redirection training 




in a designated specialty. Includes application, the Board of Examiners' narrative 




material, training/evaluation data, and skill code changes. 




b. Unsuccessful applicants. 




(1) HecordKeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after year of oral examination for transfer to 


WNRC. Destroy when 7 years old. 


DispAuthNo: 


N1 -59-00-1 3, item 26b(1) Date Edited: 10/1/2001 


A-04-011- 


Functional Specialization Files. 


a ai / r\\ 

42b(2) 




Description: 


Files of Foreign Service and Civil Service applications for career redirection training 




in a designated specialty. Includes application, the Board of Examiners' narrative 




material, training/evaluation data, and skill code changes. 




b. Unsuccessful applications. 




yd) Liectronic version ot records created oy electronic man ano word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DisoAuthNo" 


N1 -59-00-1 3, item 26b(2) Date Edited: 10/1/2001 


A-D4-D1 1 - 


npyplnnmpntsl AQQinnmpntQ Prnnram 

L/CVCIUUI MCI IIQI MoolUI II 1 ICI llO II UU 1 CI 1 1 1 • 


43a(1) 




Description: 


Files of Civil Service applications for limited duration assignments into overseas 




Foreign Service positions. 




a. Successful applicants. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after year of appointment for transfer to 




WNRC. Destroy when 7 years old. 


DispAuthNo: 


N1 -59-00-13, item 27a(1) Date Edited: 10/1/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 1 - 


Developmental Assignments Program. 






Description: 


Files of Civil Service applications for limited duration assignments into overseas 




Foreign Service positions. 




a. Successful applicants. 




(^j Liectronic version ot records created uy electronic man and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DisoAuthNo" 


N1 -59-00-13, item 27a(2) Date Edited: 10/1/2001 


A-04-01 1- 


Dpx/plnnmpntal A^Qinnmpnt^ Prnnram 

ucvcivuiiici iiqi nooiui unci no r i v/ui Qiiii 


43b(1) 




Description: 


Files of Civil Service applications for limited duration assignments into overseas 




Foreign Service positions. 




b. Unsuccessful applicants. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC 2 years after year of Panel review of application for 




transfer to WNRC. Destroy when 7 years old. 


DispAuthNo: 


N1 -59-00-1 3, item 27b(1) Date Edited: 10/1/2001 


A-04-01 1 - 


Developmental Assignments Program. 






Description: 


Files of Civil Service applications for limited duration assignments into overseas 




Foreign Service positions. 




b. Unsuccessful applicants. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1-59-00-13, item 27b(2) Date Ed ited: 10/1/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-011- 
44a 

Description 



Disposition: 



DispAuthNo: 



Limited Non-Career (Conversion) Appointments. 

Non-Competitive Case Files consisting of Department of State in-house Civil 
Service Employees only. Records include memoranda, telegrams, pre-employment 
conflict of interest clearance request form (JF-1 ), position description, SF-1 71 , 
Residency & Dependency Report, authorization for Medical examination, 
Notification of Personnel Action (SF-50), extension requests, etc. 

(1) Recordkeeping copy (paper). 

TEMPORARY: Retire to RSC 2 years after year of appointment for transfer to 
WNRC. Destroy when 10 years old. 



N1 -59-00-1 3, item 28(1) 



Date Edited: 



10/1/2001 



A-04-011- 
44b 

Description: 



Disposition: 



DispAuthNo: 



Limited Non-Career (Conversion) Appointments. 

Non-Competitive Case Files consisting of Department of State in-house Civil 
Service Employees only. Records include memoranda, telegrams, pre-employment 
conflict of interest clearance request form (JF-1 ), position description, SF-1 71 , 
Residency & Dependency Report, authorization for Medical examination, 
Notification of Personnel Action (SF-50), extension requests, etc. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 3, item 28(2) 



Date Edited: 



10/1/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Board of the Foreign Service 


A-04-01 2- 


Board of the Foreign Service (BFS) Administrative Files. 


01a(1) 




Description: 


Consist of personnel, budget requests, and other administrative records. 




a. Routine correspondence including reference copies of information 




memorandums, meeting notices, requisitions, etc. 




(1) Recordkeeping copy (paper) 


Disposition: 


TEMPORARY: Destroy when 3 years old. (NC1 -59-77-3, item 1a) 


DispAuthNo: 


oy uu ' ' liem ja v 1 ) Date Edited: 6/22/2007 


A-04-01 2- 


Board of the Foreign Service (BFS) Administrative Files. 


r\-i _ / o \ 

01a(2) 




Desc notion: 

X^ x^ x^ ■ ■ % ■ ■ ■ ■ 


Consist of personnel, budaet reauests, and other administrative records. 

X>^ X^ I ■ X^ ■ X^ L X^ 1 X^ 1 X^ X^ I 1 1 1 X^ ■ ■ W«l X^ 1 X^ U ■ X^ X^ Wfl X^ U ■ ^ ■ ■ X^ X^ LI 1 X^ 1 V-'l 1 1 III II I 1 L 1 W X^ I X^ X^ X^ 1 X^ X^ ■ 




a. Routine correspondence including reference copies of information memoranda, 




meetinq notices, requisitions, etc. 




(2) Electronic version of records created bv electronic mail and word processinq 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 , item 3a(2) Date Edited: 9/6/2001 


A-04-01 2- 


Board of the Foreign Service (BFS) Administrative Files. 


01b(1) 




Description: 


Consist of personnel, budget requests, and other administrative records. 




b. All other records, including budget files, requests. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 3 years old for transfer to WNRC. Destroy 




when 10 years old. (NC1 -59-77-3, item 1b) 


DispAuthNo: 


N1 -59-00-1 , item 3b(1) Date Edited: 9/6/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 2- 


Rnarri nf thp Fnrpinn ^pruiop f RF^ AHmini^lratix/p FNpq 


01b(2) 




Description: 


Consist of personnel, budget requests, and other administrative records. 




b. All other records, including budget files, requests. 




Liectronic version ot records created uy electronic man ana wora processing 




applications. 


Disoosition: 


TEMPORARY: Destrov/delete within 180 davs after recordkeeoina codv has been 

■ 1 1 w I I X«^ I * / m ■ » I ■ ■ ^ X^ X^ I ■ X^ W / X^ X^ 1 X^ I X^ •¥ III III 1 1 X^ X^ X^ J 1 U 1 1 X^ X^ X^ ■ X^ ■ » X^ X^ III X-1 X^ X^ W*^ J II XAX^ X^ X^ 1 ■ 




produced. 

■ *" X^ X^ X^ » 


DispAuthNo: 


oy uu 1 ' liem JD ^j Date Edited: 8/31/2001 


A-04-01 2- 


Board of the Foreign Service Subject Files. 


02a(1) 




Description: 


Consist of agreements under E.O. 1 1636, correspondence, studies, 




memorandums, etc. 




a. Routine papers including copies of EEO circulars, Executive Orders, 




questionnaires, reference copies of routine correspondence, transmittal letters, 




pnrppmpntQ Qpnt to RF^ for information 

O.VJ 1 C- CM 1 Id 1 lo OCI 11 LU 1— J 1 O IVJI 1 1 1 1 VJI 1 1 ICILIUI 1 . 




(1) Recordkeeping copy (paper) 


Disposition: 


TEMPORARY: Destroy when 3 years old. (NC1 -59-77-3, item 2a) 


DispAuthNo: 


M1_RQ._nn.-1 itom A.Ck(~\\ . ■— ... , r\ //■» _ 

in i uu i , item m{ i ) Date Edited: 9/6/2001 


A-04-01 2- 


Board of the Foreign Service Subject Files. 


02a(2) 




Description: 


Consist of agreements under E.O. 11636, correspondence, studies, 




memorandums, etc. 




a. Routine papers including copies of EEO circulars, Executive Orders, 




questionnaires, reference copies of routine correspondence, transmittal letters, 




agreements sent to BFS for information. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 , item 4a(2) Date Edited: 9/6/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 2- 


Board of the Foreign Service Subject Files. 






Description: 


Consist of agreements under E.O. 1 1636, correspondence, studies, 




memorandums, etc. 




b. All other files, including studies commissioned by BFS and current inter agency 




agreements. 




(1) Recordkeeping copy (paper) 


Disoosition: 


TEMPORARY: Retire to RSC when 3 years old for transfer to WNRC. Destroy 




when 10 years old. (NC1 -59-77-3, item 2b) 


DispAuthNo: 


N1 -59-00-1, item 4b(1) Date Edited: 9/6/2001 


A-04-01 2- 


Board of Foreign Service Subject Files. 


02b(2) 




Description: 


Consist of agreements under E.O. 11636, correspondence, studies, 




memorandums, etc. 




b. All other files, including studies commissioned by BFS and current interagency 




agreements. 




(^j Liectronic version ot records created oy electronic man ana word processing 




applications. 


Disoosition: 


TEMPORARY: Destrov/delete within 180 days after recordkeepinq copv has been 




produced. 


DispAuthNo: 


N1 -59-00-1, item 4b(2) n^t A criiw- a/cuonm 

i^i 'j n-^i'i -ri-^t_/ uate toiteo: y/b/^uui 


A-04-01 2- 


Board of the Foreign Service Precept Files and Promotion Lists. 


03a 




Description: 


Precepts for selection boards of foreign affairs agencies submitted for Board of the 




Foreign Service consideration. 




a. Records containing Board actions, including draft precepts and records of 




meetings at which precepts were discussed. 


Disposition: 


Permanent. Retire to RSC when 3 years old. Transfer to National Archives 




when 20 years old. 


DispAuthNo: 


NC1-59-77-3, item 3a Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 2- 


Board of the Foreign Service Precept Files and Promotion Lists 


uou 




Description: 


Precepts for selection boards of foreign affairs agencies submitted for Board of the 




Fnrpinn Sprvirp rnn^irlpratinn 




b. All other records, including published precepts and transmittal memos. 


Disposition: 


Destroy when 3 years old. 


DispAuthNo: 


NC1 -59-77-3, item 3b Date Edited' 4/1/1999 


A-04-01 2- 


RnarH nf thp Fnrpinn ^ptx/ipp Mpptinn FNpq 


04a 




Description: 


Notices of meetings, documents considered, verbatim transcripts, minutes, and 




related correspondence. 




a. Recordkeeping copy (paper). 


Disoosition: 


PERMANENT - Retire to RSC when 5 vears old for transfer to WNRC Transfer to 


the National Archives when 20 years old (NC1 -59-77-3, item 4) 


DispAuthNo: 


N1 -59-00-1, item 5a n^to rnitAH- Q/R/9nm 
' uaie cane a. y/D/^uu i 


A-04-01 2- 


Board of Foreign Service Meeting Files. 


04h 




Description: 


Notices of meetings, documents considered, verbatim transcripts, minutes, and 




related correspondence. 




d. electronic version ot recorus creaieu Dy eiecironic man ana wora processing 




applications. . 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 , item 5b Date Edited: 9/6/2001 


A-04-01 2-05 


Board of the Foreign Service Separation Case Files 


Description: 


Cases involving Foreign Service personnel whose separation for cause under Sec. 




637 of the Foreign Service Act of 1946 was requested by the Director General of 




the Foreign Service. Includes Director General's letters of charge, employee's 




responses and other correspondence; transcripts of hearings; reports of hearing 




officers; recommendations to the Secretary by the Board. 


Disposition: 


Retire to RSC when 3 years old. Destroy 1 0 years after date of last action on 




case. 


DispAuthNo: 


NC1 -59-77-3, item 5 Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 2- 


Board of the Foreign Service Disputes Panel Administrative Files 


uoa 




Description: 


■ i ii i i - 

Disputes Panel procedures, general correspondence, etc. 




a. Routine papers including correspondence regarding times of meetings, 




UUI 1 ipill 1 lei 1 Idl y IcLlcIo LU DUdlU 1 II tM 1 IUt?I b, lUUllllt? dUI I III Moll dLI Vt? IllcULcMb. 


Disposition: 


Destroy when 3 years old. 


DispAuthNo: 


NC1 -59-77-3, item 6a Date Edited: 4/1/1999 


A-04-01 2- 


Board of the Foreign Service Disputes Panel Administrative Files 


06b 




Descriotion: 

mm \*%m\f I 1 mm \ I I 1 ■ 


Disoutes Panel orocedures aeneral corresoondence etc 




b All other files includina dossiers on Board members documentation orocedures 

KS m 1 111 \_/ LI 1 W 1 III N_/ j III \_/ 1 X«i III ^ w v-> » 1 W 1 v— ' V>/ 1 1 1— » V_/ Li 1 X«i III V-X III V>/ 1 V_y j V— A V>/ W L-4 III V-/ 1 1 LLi LI V/ 1 1 K-/ 1 v/v/wl Lvl 1 V-» w 




and procedural files. 


DisDosition* 


Rptjrp tQ RSC whpn 3 vpars old Dpstrov whpn 10 vpars old 


DispAuthNo: 


NC1 -59-77-3, item 6b Date Edited: 4/1/1999 


A-04-01 2-07 


Board of the Foreign Service Disputes Panel Appeals Case Files 


Description: 


Cases involving appeals by employee organizations of foreign affairs agencies' 




■ IBB IB | p fl ■ ■ B | ■ | 

management decisions on personnel policy or procedures when consultation did 




not result in agreement, includes charges, responses, complaints, reports by 




Disputes Panel, and related correspondence. 


Disposition: 


Permanent. Retire to RSC when 3 years old. Transfer to WN RC when 1 0 years 




1 1 ^"~"\ r r m K 1 i 1 IA 1 1 ■ ■ 

old. Offer to National Archives when 20 years old. 


DisoAuthNo" 

mm IJ !»•/ #» W«i Mill \-/ ■ 


M/*"*H CO ~7"7 O "7 

NC1 -59-77-3, item 7 Date Edited: 4/1/1999 


A-04-01 2- 


Employee-Management Relations Commission Subject Files. 


08a(1 ) 




Description: 


Material pertaining to administration, membership, rules and regulations, etc. 




a. Routine papers including AFSA proceedings, letters of transmittal, AFGE 




publications, and newspaper clippings. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 3 years old. (NC1 -59-77-3, item 8a) 


DispAuthNo: 


NI-59-00-1 , item 6a(1 ) Date Edited: 9/6/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 2- 


Employee-Management Relations Commission Subject Files. 






Description: 


Material pertaining to administration, membership, rules and regulations, etc. 




a. Routine papers including AFSA proceedings, letters of transmittal, AFGE 




publications, and newspaper clippings. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1, item 6a(2) noto cwitow- Q/fi/9nm 
' ^^v-/ uaie to i tea. wvo/^luui 


A-04-01 2- 


Employee Management Relations Commission Subject Files. 


nfthM ^ 

UOU^ 1 ) 




Description: 


Material pertaining to administration, membership, rules and regulations, etc. 




b. All other files including drafts of rules, regulations, and procedural guide. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Retire to RSC when 3 years old for transfer to WNRC. Destroy 




when 10 vears old (NC1 -59-77-3 item 8b) 


DisnAuthNo* 


N1 -59-00-1 , item 6b(1) Date Edited: 9/6/2001 


A-04-01 2- 


Ernnlovpp-Mananpmpnt Relations Commission Subipct Files 

1_ III fJ* w V w^ w 1 VI U 1 1 HUv I I 1 VI 11 I Ivl v4 1 ■ VI 1 w VVl 1 1 1 1 1 1 ww 1 wl 1 \J U Ml W 11 II ww ■ 


08b(2) 




Description: 


Material pertaining to administration, membership, rules and regulations, etc. 




b. All other files including drafts of rules, regulations, and procedural guides. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 , item 6b(2) Date Edit ed: 9/7/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-012- 
09a 

Description 



Employee Management Relations Commission Case Files. 

Cases considered by the Employee Management Relations Commission with 
respect to eligibility of employee organizations for recognition; supervision of 
elections to determine exclusive employee representation; alleged unfair practices 
and violations of standards of conduct; obligation of management to consult. 
Includes charges, responses, briefs, decisions, and related correspondence and 
documentation. 



Disposition: 



DispAuthNo: 



a. Recordkeeping copy (paper). 

TEMPORARY: Retire to RSC when 3 years old for transfer to WNRC. Destroy 
when 20 years old. (NC1 -59-77-3, item 9) 



N1 -59-00-1, item 7a 



Date Edited: 



9/7/2001 



A-04-012- 
09b 

Description 



Employee-Management Relations Commission Case Files. 

Cases considered by the Employee Management Relations Commission with 
respect to eligibility of employee organizations for recognition; supervision of 
elections to determine exclusive employee representation; alleged unfair practices 
and violations of standards of conduct; obligation of management to consult. 
Includes charges, responses, briefs, decisions, and related correspondence and 
documentation. 



Disposition: 



DispAuthNo: 



b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1, item 7b 



Date Edited: 



9/7/2001 



A-04-01 2- 


Annual Report of the Board of Examiners for the Foreign Service. 


10a 




Description: 


a. Recordkeeping copy (paper). 


Disposition: 


PERMANENT: Retire to RSC when 10 years old for transfer to WNRC. Transfer 


to the National Archives when 25 years old. 


DispAuthNo: 


N1 -59-00-07, item 18a Date Edited: 9/14/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-012- 


Annual Report of the Board of Examiners for the Foreign Service. 


10b 




Description: 


b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-07, item 18b Date Edited: 9/14/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Resource Management and Organization Analysis 



A-04-01 3- 
01a 

Description: 



Disposition: 



DispAuthNo: 



Lawsuit Coordination Unit 
Class Action Lawsuit Files. 

Records include information from employee personnel files and other Department 
offices related to issues in the lawsuits (e.g., performance evaluations; 
assignments, promotions, training, pay actions, Foreign Service written and oral 
examination results. Documents are related to the implementation of lawsuit 
settlement agreements, including monetary, prospective, and individual (e.g., 
retroactive promotions, awards, or assignments) relief under the consent decrees. 
Included are correspondence with class members or their attorneys, Department 
Notices, cables, copies of court decisions and documents, legal briefs, records of 
hearings and meetings, deposition transcripts, consent decrees, reports, statistical 
analysis, exhibits, action and information memoranda. 

a. Recordkeeping copy (paper). 

TEMPORARY. Retire to RSC 4 years after resolution for transfer to WNRC. 
Destroy when 15 years old. 



N1 -59-00-1 7, item 1a 



Date Edited: 



6/20/2002 



A-04-01 3- 
01b 

Description 



Disposition: 



DispAuthNo: 



Class Action Lawsuit Files. 

Records include information from employee personnel files and other Department 
offices related to issues in the lawsuits (e.g., performance evaluations; 
assignments, promotions, training, pay actions, Foreign Service written and oral 
examination results. Documents are related to the implementation of lawsuit 
settlement agreements, including monetary, prospective, and individual (e.g., 
retroactive promotions, awards, or assignments) relief under the consent decrees. 
Included are correspondence with class members or their attorneys, Department 
Notices, cables, copies of court decisions and documents, legal briefs, records of 
hearings and meetings, deposition transcripts, consent decrees, reports, statistical 
analysis, exhibits, action and information memoranda. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 7, item 1b 



Date Edited: 



6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 3-02- 
09 


RESERVED. 


Description: 




Disposition: 




DispAuthNo: 


nuburvuu Date Edited: 6/20/2002 


A-04-01 3- 


Resource Planning and Allocation 


10a 




Description: 


Correspondence Files. Arranged by bureau and chronologically. 




Documents relate to the allocation of personnel resources. Included are 




memorandums, copies of authorization notices relating to positions and 




employment ceilings, requests for funding, reimbursements, and related 




correspondence. 






Disposition: 


TEMPORARY. Cut off at the end of the calendar year. Destroy when 5 years old. 


DispAuthNo: 


oy uu i/,iiem^d Date Edited: 6/20/2002 


A-04-01 3- 


Resource Planning and Allocation 


10b 




Description: 


Correspondence Files. Arranged by bureau and chronologically. 




Documents relate to the allocation of personnel resources. Included are 




memorandums, copies of authorization notices relating to positions and 




employment ceilings, requests for funding, reimbursements, and related 




correspondence. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




proauceu. 


DispAuthNo: 


N1 -59-00-1 7, item 2b Date Edited: 6/20/2002 


A-04-01 3-11 


Statistical Reports. 


Description: 


Copies of monthly and annual reports reflecting authorized positions and 




employment levels. Reports generated by PER/EX/IM. 


Disposition: 


TEMPORARY. Destroy when 1 year old. (MRH 03/22/02) 


DispAuthNo: 


N1 -59-00-1 7, item 3 Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 3-1 2- 


RESERVED. 




19 






Description: 






Disposition: 






DispAuthNo: 


Reserved 


Date Edited: 6/20/2002 



A-04-01 3- 
20a 

Description: 



Disposition: 



DispAuthNo: 



Workforce Planning and Compensation 

Staffing Patterns (Microfilm) 

Monthly tabulations of Foreign Service and Civil Service employees listed 
alphabetically by post, staff office or bureau in the Department. 

a. Master Set. (Vesicular Copy) 

TEMPORARY. Retain in PER/RMA. Destroy when 50 years old or when no 
longer needed for reference purposes, whichever is sooner. 



N1 -59-00-1 7, item 4a 



Date Edited: 



6/20/2002 



A-04-01 3- 
20b 

Description 



Disposition: 
DispAuthNo: 



A-04-01 3- 
21a 

Description 



Disposition: 
DispAuthNo: 



Workforce Planning and Compensation 

Staffing Patterns (Microfilm) 

Monthly tabulations of Foreign Service and Civil Service employees listed 
alphabetically by post, staff office or bureau in the Department. 

b. Copies maintained by other offices. 

TEMPORARY. Destroy on receipt of next month's copy. (NN-1 72-202, item 5) 
N1 -59-00-1 7, item 4b Date Edited: 6/20/2002 

Position Classification Appeals Files 

(1) Case files relating to classification appeals, excluding OPM classification 
certificate. 

TEMPORARY. Destroy 3 years after case is closed. (GRS 1 , item 7d(1)) 
N1 -59-00-1 7, item 5(1) Date Edited: 6/22/2007 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 3- 


Position Classification Appeals Files 


21b 




Description: 


(2) Certificates of classification issued by OPM. 


Disposition: 


TEMPORARY. Destroy after affected position is abolished or superseded. (GRS 




1,item 7d(2)) 


DispAuthNo: 


N1 -59-00-1 7, item 5(2) n^to cnitoH- &iooioc\rn 


A-04-01 3- 


Study/Project Files 






Description: 


Studies or projects relating to position classification, position management, 




occupational structure, compensation, workforce or resource planning etc. 




a. necoruKeeping copy (paper). 


Disposition: 


TEMPORARY. Retire to RSC 5 years after completion for transfer to WNRC. 




Destrov when 15 vears old Files mav be maintained lonaer if needed for 




administrative use. (MRH 03/06/02) 


DispAuthNo: 


N1 -59-00-1 7, item 6a Date Edited: 6/20/2002 


A-04-01 3- 


Study/Project Files. 


22b 




Description: 


Studies or projects relating to position classification, position management, 




occupational structure, compensation, workforce or resource planning etc. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy is produced. 


DispAuthNo: 


N1 -59-00-1 7, item 6b Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Family Liaison Office 



A-04-01 4- 
01a 


Policy and Procedure Files. 


Description: 


includes material on trie establishment ot trie ottice, policies and procedures 




governing its operation. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when superseded. 


DispAuthNo: 


N1 -59-00-1 8, item 1a Date Edited: 6/20/2002 


A-04-01 4- 


Policv and Procedure Files. 

■ X^ ■ ■ X^ y VI ■ ■ X^ ■ ■ X^ X^ X^ xm %nl ■ X^ ■ ■ ■ x^ X^ ■ 


01b 




Description: 


Includes material on the establishment of the office, policies and procedures 




aovernina its ooeration. 

X^ X^ W X^ 1 ■ 1 1 1 1 X-l ■ L X^ X^ X^ 1 M I. ■ X^ 1 1 ■ 




b. Electronic version of records created bv electronic mail and word orocessina 

■ I X^ X^ U 1 X^ III X^ ■ X^ 1 X^ 1 X^ 1 1 X^ 1 1 X^ X^ X^ I X^ X^ X^ I X^ X»* L X^ X^ T X^ I X^ X^ l I X^ III X^ III M 1 I X»* I I X^ W W X^ 1 X^ 1 X^ X^ X^ X^ III X^ 




aDDlications. 


Disposition. 


i civir vjriAri Y . ueieie wnnin iou aays aner recoraKeeping copy nas Deen 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 1b Date Edited: 6/20/2002 


A-04-01 4- 


FLO Subject Files. 


02a 




Description: 


Includes general material on employment, education, and support services provided 




by the office; related matters such as allowances, foreign born spouses, and 




counseling; activities such as Around the World in a Lifetime (AWAL), an 




organization for Foreign Service teenagers; relations with the Association of 




American Foreign Service Women (AAFSW); and presentations given to audiences 




such as the Foreign Service Institute's Security Overseas Seminar. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when 1 0 years old or sooner if no longer needed. (NC1 - 




59-84-3, item 2) 


DispAuthNo: 


N1 -59-00-1 8, item 2a Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 4- 


FLO Subject Files. 


02b 




Description: 


Includes general material on employment, education, and support services provided 




by the office; related matters such as allowances, foreign born spouses, and 




counseling; activities such as Around the World in a Lifetime (AWAL), an 




organization for Foreign Service teenagers; relations with the Association of 




American Foreign Service Women (AAFSW); and presentations given to audiences 




such as the Foreign Service Institute's Security Overseas Seminar. 




B^BBfc 1 1 jB B^ ^ B_ ■ jB ^B B* ■ ■ >■ "fc ■ * J ■ « fc ■ *B B. I ^B "V l*"*^ B* ■ " | ^* J" ■ J I _B| _d^J ^_b)& * M 1 *L | jB B* 1 Bt Ib*"^*^ *" B fc M 1 jB *h |>^Bk ^B ■ J » BB » J« B* | -B — |B ■ J B^ | -B -B B* -B Bt A _B B_ -B B. | ■ yBBk jPIlJ 

b. Llectronic version ot records created by electronic mail ana word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 2b Date Edited" 6/20/2002 


A-04-01 4- 


nnminiinitv 1 iai^nn Offipp (C\\ CW f^nuntrv/Pn^t FMpq 

vwi 1 1 1 1 1 u i iiiy ^ ici i ov/ 1 1 vsiiiisw j vuui in y/ruoi i ■ ■ co ■ 


03a 




Description: 


General files on each country/post where there is a Community Liaison Office 


(CLO). These files include correspondence regarding CLO activities at posts. 




a. Recordkeeping copy (paper). 


Disoosition: 

maw 1 \^K/v/U ■ Km \f turn 


TEMPORARY Destrov when 2 vears old or sooner if no lonaer needed (NC1-59- 




88-13, item 1) 


DispAuthNo: 


N1 -59-00-1 8, item 3a n Q to cnitoH- &io(\io(\(\o 

5 uaie tone a. d/^u/^iuu^ 


A-04-01 4- 


Community Liaison Office (CLO) Country/Post Files. 


03b 




Description: 


General files on each country/post where there is a Community Liaison Office 




(CLO). These files include correspondence regarding CLO activities at posts. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 3b Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 


Community Liaison Office (CLO) Coordinator Files. 


04a(1 ) 




Description: 


Documents reflect personnel records on persons hired as CLO's at overseas 




posts. Included are application forms, telegrams offering employment, etc. 




7\ CinnQiQt nf pphlpQ nn nprQnnQ hirpH CW O'q pt nnQtQ ox/ptqppq 
ex. uui ioiol KJi oduico yji i poi ou 1 1 o i in cvj do olu o ai puoio uvci ocao. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy 2 years after last action. (N1 -59-88-1 3, item 2a) 


DispAuthNo: 


N1 -59-00-1 8, item 4a(1 ) Date Edited: 6/20/2002 


A f\ A f\A A 

A-04-0 1 4- 


Community Liaison Office (CLO) Coordinator Files. 






Description: 


Documents reflect personnel records on persons hired as CLO's at overseas 




posts. Included are application forms, telegrams offering employment, etc. 




a. Consist of cables on persons hired as CLO's at posts overseas. 




(2) Llectronic version ot records created by electronic mail ana word processing 




applications. 


Disoosition: 


TEMPORARY Delete within 180 davs after recordkeeoina codv has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 4a(2) Date Edited: 6/20/2002 


A-04-014- 


Community Liaison Office (CLO) Coordinator Files. 


04b 




Description: 


Documents reflect personnel records on persons hired as CLO's at overseas 




posts. Included are application forms, telegrams offering employment, etc. 




b. Computerized list of all CLO coordinators with dates of tenure and terms of 




employment. Includes Input and Output Records. 


Disposition: 


TEMPORARY. Destroy when updated. (N1 -59-88-1 3, item 2b) 


DispAuthNo: 


N1 -59-00-1 8, item 4b Date Edited: 6 /20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 4- 


FLO Personnel Files. 


U %Ja\ 1 ) 




Description: 


a. Working files consisting of correspondence, memoranda, forms and other 




records relating to positions, authorizations, pending actions, copies of position 




descriptions, requests for personnel action, etc. 




(l ) necoruKeeping copy (paper). 


Disposition: 


TEMPORARY. Review annually and destroy superseded or obsolete documents. 




(GRS 1, 18a) 


DisoAuthNo: 


N1 -59-00-1 8, item 5a(1 ) Date Edited: 6/20/2002 


A-04-01 4- 


Fl O Ppr^nnnpl FNpq 


05a(2) 




Description: 


a. Working files consisting of correspondence, memoranda, forms and other 




records relating to positions, authorizations, pending actions, copies of position 




descriptions, requests for personnel action, etc. 




(d.) electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


NB1 -59-00-1 8, item 5a(2) Date Edit ed: 6/20/2002 


A-04-01 4- 


Fl O Ppr^nnnpl FNpq 


05b(1) 




Description: 


b. Records on M/DGP/FLO employees duplicated in or not appropriate for the 




Official Personnel Folder. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy within 1 year after separation or transfer of employee. 




(GRS 1, item 18a) 


DispAuthNo: 


N1 -59-00-1 8, item 5b(1) Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 


FLO Personnel Files. 


\J-J\J\t.) 




Description: 


b. Records on M/DGP/FLO employees duplicated in or not appropriate for the 




Official Personnel Folder. 




(d) electronic version ot records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 5b(2) n^to cnitori- ^/on/onnQ 
v ' uaie tuned. o/^u/^_uu^ 


A-04-014- 


Client Support Services Files. 


nfia 

UUa 




Description: 


Contains background information on Family Liaison Office's (FLO) basic assistance 




of data and services to client consisting of appointments, referrals, reference 




advice, meeting notes, etc. 




(1) Hecordkeeping copy (paper). 


Disposition: 


TEMPORARY. Retain in M/FLO 1 year after last action or when no longer 




needed 


DisoAuthNo" 


N1 -59-00-1 8, item 6(1 ) Date Edited: 6/22/2007 


A-04-014- 


Client SuDDort Sprvicps Files 


06b 




Description: 


Contains background information on Family Liaison Office's (FLO) basic assistance 




of data and services to client consisting of appointments, referrals, reference 




advice, meeting notes, etc. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 6(2) Date Edited: 6 /22/2007 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 


Evacuation Files - Arranged by country 


07a 




Description: 


These files document support services provided to employees and dependents of 




_ 1 1 r _ _ ■ r r ■ ■ _ _ ■ i r _ _ _ , i i i i ■ ■ ■ r 

all foreign affairs agencies evacuated from an overseas post. Included are lists of 




nsmpQ nf nprQnnQ p\/ppii£itpH Qpfp-hp\/pn pHHtpqqpq pnrl qptx/ippq nrn\/irlprl 
1 1 di I ico \J I pel oui io cvaL/UQicu, oaic I lavci I auui cooco di iu oci viv/Co pi uviucu. 




a. Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy 2 years after last action. 


DisoAuthNo" 

fc^ I *J K/ * » Willi « \J m 


mh cn r\r\ ho 7« 

N1 -59-00-1 8, item 7a Date Edited: 6/20/2002 


A. 04-01 4- 


F\/ar*i latinn FMpq 


07b 




Description: 


These files document support services provided to employees and dependents of 




all foreign affairs agencies evacuated from an overseas post. Included are lists of 




names of persons evacuated, safe-haven addresses and services provided. 




d. Liectronic version ot records created oy electronic man ana word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 7b Date Edited: 6 /20/2002 


A-04-014- 


Education Files. 


08a 




Description: 


Consist of reference material on schools in the Washington, DC area, boarding 




schools in the U.S. and abroad and schools at overseas posts. 




a. Case Files. 


Disposition: 


TEMPORARY. Destroy when superseded. 


DispAuthNo: 


N1 -59-00-1 8, item 8a Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 


Education Files. 






Description: 


Consist of reference material on schools in the Washington, DC area, boarding 




oUI lUUlo III 11 It? U.O. dl IU dUlUdU dl IU oUI lUUlo dl UVclocab UUolo. 




b. Country/Post Files. 




(1) Recordkeeping copy (paper). 




r^nnQiQt of information aooiit qpKiooIq px/pMpoIp pt ox/ptqppq ooqIq Thp mpfprial iQ 

wUI lolol Ul II \\\J\ 1 1 IdLlwl 1 QUUUl OL»l lUvJIo CI V CI 1 \CL\J\ C CI I UVCIoCuO fJUolo. 1 1 IO 1 1 1 CI LCI 1 CI 1 lo 




similar to that maintained by the Department's Office of Overseas Schools, with the 




exception of evaluative information provided by the CLOs. 


Disposition: 


I LMrUHAHY. Destroy when superseded. 


DispAuthNo: 


N1 -59-00-1 8, item 8b(1 ) Date Edited: 6/20/2002 


A-04-014- 


Education Files. 






Description: 


Consist of reference material on schools in the Washington, DC area, boarding 




schools in the U.S. and abroad and schools at overseas posts. 




b. Country/Post Files. 




(d) electronic version of records created by electronic mail ana word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 8b(2) Date Ed i te d: 6/20/2002 


A-04-014- 


Education Files. 


08c(1) 




Description: 


c. School files and computerized list of boarding schools. Includes information 




about schools, catalogs and handouts. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY. Destroy when superseded. 


DispAuthNo: 


N1 -59-00-1 8, item 8c(1) Date Edited: 6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 

08c(2) 

Description 



Disposition: 



DispAuthNo: 



Education Files. 

c. School files and computerized list of boarding schools. Includes information 
about schools, catalogs and handouts. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 8, item 8c(2) 



Date Edited: 



6/20/2002 



A-04-014- 
09a(1) 

Description 



Disposition: 
DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

a. Bilateral Work Agreements Negotiations Files. 

(1) Recordkeeping copy (paper). 

TEMPORARY. Retain in FLO. Destroy 5 years after agreement is superseded. 



N1 -59-00-1 8, item 9a(1) 



Date Edited: 



6/20/2002 



A-04-014- 

09a(2) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

a. Bilateral Work Agreements Negotiations Files. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 8, item 9a(2) 



Date Edited: 



6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 
09b(1) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

b. Case files used in providing employment assistance. 

(1) Recordkeeping copy (paper). 

TEMPORARY. Destroy 1 year after last action. Earlier destruction is authorized if 
no longer needed for administrative use. 



N1 -59-00-1 8, item 9b(1) 



Date Edited: 



6/20/2002 



A-04-01 4- 
09b(2) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

b. Case files used in providing employment assistance. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 8, item 9b(2) 



Date Edited: 



6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 
09c(1) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

c. Training Request Files. 

(1) Recordkeeping copy (paper). 

TEMPORARY. Destroy when 3 years old, or no later than at end of tour of duty 
commenced following functional training. (NC1 -59-84-3, item 9c) 



N1 -59-00-1 8, item 9c(1) 



Date Edited: 



6/20/2002 



A-04-014- 

09c(2) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

c. Training Request Files. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 8, item 9c(2) 



Date Edited: 



6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 
09d(1) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

d. Country files. Included information on job opportunities and employment 
procedures in various countries. Also included are copies of Dependent 
Employment Reports sent in cable format from CLOs at post. 

(1) Recordkeeping copy (paper). 

TEMPORARY. Destroy when 2 years old. Earlier destruction is authorized if no 
longer needed for administrative use. 



N1 -59-00-1 8, item 9d(1) 



Date Edited: 



6/20/2002 



A-04-014- 
09d(2) 

Description 



Disposition: 



DispAuthNo: 



Employment Program Files. 

Consist of reference material on employment opportunities in the Washington, D.C. 
area and overseas; material used in counseling family members who are seeking 
employment; applications and information on the functional training program; files 
on negotiations conducted for bilateral work agreements with foreign governments; 
and background files on Career Planning Workshops and Career Development 
Seminars sponsored by M/DGP/FLO. 

d. Country files. Included information on job opportunities and employment 
procedures in various countries. Also included are copies of Dependent 
Employment Reports sent in cable format from CLOs at post. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 8, item 9d(2) 



Date Edited: 



6/20/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 


A-04-014- 


FLO Publications. 


10a 




Description: 


Master set and copies of FLO publications sent to all CLO coordinators and 




Administrative Officers overseas. 




a. Recordkeeping copy (paper) 


Disposition: 


TEMPORARY. Destroy when no longer needed for reference. (N1 -59-88-1 3, item 
8) 


DispAuthNo: 


N1 -59-00-1 8, item 10a Date Edited- 6/21/2002 

LJO L.U 1 ICU ■ \JI C 1 / L—\J\JL— 


A-04-014- 


FLO Publications. 


10b 




Description: 


Master set and copies of FLO publications sent to all CLO coordinators and 




Administrative Officers overseas. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY. Delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 8, item 10b Date Edited: 6/21/2002 


A-04-014-11 


Direct Communications Project. 


Description: 


Mailing Lists. Database consisting of names and Internet addresses of Foreign 




Service family members who wish to receive Foreign Liaison Office literature. 


Disposition: 


TEMPORARY. Delete item record when subscription is cancelled. 


DispAuthNo: 


GRS 13, item 4b Date Edited: 6/21/2002 


A-04-014-12 


FLO Historical Documents. 


Description: 


Consists of records documenting the establishment of the Family Liaison Office. 




The files include reports, memorandums, letters, and materials provided for 




anniversary celebrations. 


Disposition: 


TEMPORARY. Destroy when 25 years old, or when no longer needed for 




reference, whichever is later. 


DispAuthNo: 


N1-59-00-18, item 12 Date Edited: 6/21/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-014- 
13a 

Description 



Naturalization Case Files. 

Employees who apply for their spouse or children to be expeditiously naturalized. 
Included are e-mail messages, requests for information on naturalization of 
spouse/child; draft cover letter completed by employee; Copies of cover letter to 
INS requesting specific appointment date, U.S. Department of Justice Immigration 
and Naturalization Application for Naturalization (BN-400) completed by spouse, or 
U.S. Department of Justice Immigration and Naturalization Service Application for 
Certificate of Citizenship on Behalf of an Adopted Child (N-643) or U.S. Department 
of Justice Immigration and Naturalization Service Application for Certificate of 
Citizenship (N-600) completed by employee on behalf of child and payment check 
to INS. 



Disposition: 



DispAuthNo: 



a. Recordkeeping copy (paper). 

TEMPORARY. Retire to RSC 2 years after case is closed for transfer to WNRC. 
Destroy 15 years after separation line, 



N1 -59-00-1 8, item 13a 



Date Edited: 



6/25/2007 



A-04-014- 
13b 

Description 



Naturalization Case Files. 

Employees who apply for their spouse or children to be expeditiously naturalized. 
Included are e-mail messages, requests for information on naturalization of 
spouse/child; draft cover letter completed by employee; Copies of cover letter to 
INS requesting specific appointment date, U.S. Department of Justice Immigration 
and Naturalization Application for Naturalization (BN-400) completed by spouse, or 
U.S. Department of Justice Immigration and Naturalization Service Application for 
Certificate of Citizenship on Behalf of an Adopted Child (N-643) or U.S. Department 
of Justice Immigration and Naturalization Service Application for Certificate of 
Citizenship (N-600) completed by employee on behalf of child and payment check 
to INS. 



Disposition: 



DispAuthNo: 



b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY. Delete within 1 80 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 8, item 13b 



Date Edited: 



6/21/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Foreign Service Retirement 



A-04-01 5- 
01a(1) 

Description: 



Disposition: 



DispAuthNo: 



Foreign Service Retirement Case Files. 

Consists of application for retirement (OF-136) or its equivalent; staff study on 
voluntary or disability retirement; correspondence relating to contributions to Foreign 
Service Retirement System, prior service credit, total amount of Civil Service 
Retirement deductions, effective date of FSO appointments and acceptance 
thereof, etc. 

a. Non-annuitants not entitled to an annuity due to resignation or termination with 
less than five years of service. 

(1) Recordkeeping copy (paper). 

Temporary. Retire to RSC 5 years after separation or attainment of age 62, 
whichever is earlier for transfer to WNRC. Destroy 20 years thereafter. (NN-174- 
26, item 1a) 



N1 -59-00-1 6, item 1a(1) 



Date Edited: 



4/1 6/2002 



A-04-01 5- 
01a(2) 

Description 



Disposition: 
DispAuthNo: 



Foreign Service Retirement Case Files. 

Consists of application for retirement (OF-136) or its equivalent; staff study on 
voluntary or disability retirement; correspondence relating to contributions to Foreign 
Service Retirement System, prior service credit, total amount of Civil Service 
Retirement deductions, effective date of FSO appointments and acceptance 
thereof, etc. 

a. Non-annuitants not entitled to an annuity due to resignation or termination with 
less than five years of service. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

Temporary. Delete within 180 days after recordkeeping copy has been produced. 



N1 -59-00-1 6, item 1a(2) 



Date Edited: 



4/1 6/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 5- 
01b(1) 

Description 



Disposition: 



DispAuthNo: 



Foreign Service Retirement Case Files. 

Consists of application for retirement (OF-136) or its equivalent; staff study on 
voluntary or disability retirement; correspondence relating to contributions to Foreign 
Service Retirement System, prior service credit, total amount of Civil Service 
Retirement deductions, effective date of FSO appointments and acceptance 
thereof, etc. 

b. Non-annuitants who die without survivors or who resigned and left contributions 
until becoming eligible at age 60. 

(1) Recordkeeping copy (paper). 

Temporary. Retire to RSC 5 years after death or attainment of age 62, whichever 
is earlier for transfer to WNRC. Destroy 20 years thereafter. (NN-1 74-26, item 1 b) 



N1 -59-00-1 6, item 1b(1) 



Date Edited: 



4/1 6/2002 



A-04-01 5- 
01b(2) 

Description: 



Disposition: 
DispAuthNo: 



Foreign Service Retirement Case Files. 

Consists of application for retirement (OF-136) or its equivalent; staff study on 
voluntary or disability retirement; correspondence relating to contributions to Foreign 
Service Retirement System, prior service credit, total amount of Civil Service 
Retirement deductions, effective date of FSO appointments and acceptance 
thereof, etc. 

b. Non-annuitants who die without survivors or who resigned and left contributions 
until becoming eligible at age 60. 

(2) Electronic version of records created by electronic mail and word processing 
applications. 

Temporary. Delete within 180 days after recordkeeping copy has been produced. 



N1 -59-00-1 6, item 1b(2) 



Date Edited: 



4/1 6/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-015- 


Foreign Service Retirement Case Files. 


01c(1) 




Description: 


Consists of application for retirement (OF-136) or its equivalent; staff study on 




voluntary or disability retirement; correspondence relating to contributions to Foreign 




Service Retirement System, prior service credit, total amount of Civil Service 




Retirement deductions, effective date of FSO appointments and acceptance 




thereof, etc. 




c. Annuitants/Survivor Annuitants. 




(1) HecoruKeeping copy (paper). 


Disoosition: 


Temporary. Retire to RSC 8 vears after case is closed for transfer to WNRC. 




Destroy 20 years after case is closed. (NN-1 74-26, item 1c) 


DispAuthNo: 


N1 -59-00-1 6, item 1c(1) Date Edited: 4/16/2002 


A-04-015- 


Foreian Sprvicp Retirement Case Files 


01c(2) 




Description: 


Consists of application for retirement (OF-136) or its equivalent; staff study on 




voluntary or disability retirement; correspondence relating to contributions to Foreign 




Service Retirement System, prior service credit, total amount of Civil Service 




Retirement deductions, effective date of FSO appointments and acceptance 




thereof, etc. 




c. Annuitants/Survivor Annuitants. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary. Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-1 6, item 1c(2) Date Edited: 4/16/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 5- 


Forpinn ^pi-vipp Retirement Paqp Files 


01c(3) 




Description: 


Consists of application for retirement (OF-136) or its equivalent; staff study on 




voluntary or disability retirement; correspondence relating to contributions to Foreign 




Service Retirement System, prior service credit, total amount of Civil Service 




Retirement deductions, effective date of FSO appointments and acceptance 




thereof, etc. 




c. Annuitants/burvivor Annuitants. 




CW Mirrnfilm rnnip<5 rnn^i^t nf ^plpptprl annuitants rlnnimpnk i p (OF 1 ^fi Rfn 
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IVMUIUMIMI UUco IIUL UUIILd.111 dll fJcifJUl lUUUIUb. 


Disposition: 


Temporary. Retain in PER/RET. Destroy 30 years after case is closed. 


DispAuthNo: 


N1 -59-00-1 6, item 1c(3) Date Edited: 4/16/2002 


A-04-01 5- 


Foreign Service Retirement Case Files. 


01d(1) 




Description: 


Consists of application for retirement (OF-136) or its equivalent; staff study on 




voluntary or disability retirement; correspondence relating to contributions to Foreign 




Service Retirement System, prior service credit, total amount of Civil Service 




Retirement deductions, effective date of FSO appointments and acceptance 




thereof, etc. 




H Prpppr|pnt nflQPQ 
vj. i i cucuci il w aoco. 
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Disposition: 


Temporary. Destroy 5 years after case is closed. 


DispAuthNo: 


N1 -59-00-1 6, item 1d(1) Date Edited: 4/17/2002 


A-04-01 5- 


Forpinn Service Retirement Case Files 

1 \J 1 Cllj 1 1 Wul V IvC I I w 111 w I I I w I I 1 wwlww 1 1 1 V> w ■ 


01d(2) 




Description: 


Consists of application for retirement (OF-136) or its equivalent; staff study on 




voluntary or disability retirement; correspondence relating to contributions to Foreign 




Service Retirement System, prior service credit, total amount of Civil Service 




Retirement deductions, effective date of FSO appointments and acceptance 




thereof, etc. 




d. Precedent Cases. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary. Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-1 6, item 1d(2) Date Edited: 4/17/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-015-02 


Annuitant Service Record Card Files. 


Description: 


Consist of name of employer, retirement date, type of retirement, survivor 




entitlement, etc. 


Disposition: 


Temporary. Destroy 10 years after separation or when no longer needed for 




reference, whichever is sooner. (II-NN-3546, item 7) 


DispAuthNo: 


N1 -59-00-1 6, item 2 Date Edited: 4/16/2002 


A-04-01 5-03 


Non-Annuitant Service Record Card Files 

I « \J 1 1 »» 1 III U 1 IH 111 1 V 1 V* V* 1 Iwv v 1 VI wvll VI 1 1 1 WW ■ 


Description: 


Consist of name of employee, salary, date of resignation, beneficiary, etc. 

\ J ' J * V»/ ' J * 


Disposition: 


Temporary. Destroy 5 years after separation or when no longer needed for 




reference, whichever is sooner. (II-NN-3546, item 6) 


uispAutniMo. 


N1 -59-00-1 6, item 3 Date Edited: 4/16/2002 


A-04-01 5-04 


m Mm I A I I ■■■■ 

Annuitant Address Listing. 


Description: 


Microfilm listing of annuitants addresses. 


Disposition: 


Temporary. Destroy when 1 year old. 


DisoAuthNo" 


N1 -59-00-1 6, item 4 Date Edited: 4/17/2002 


A-04-01 5- 


Foreign Service Former Spouse Health Benefit Files. 


05a(1) 




Description: 


Denied eligibility files consisting of applications [Health Benefits Registration Form 




(SF 2809)], court orders, denial letters, appeal letters, and related papers. 




a. Health benefits denied, not appealed. 




(1) Recordkeeping copy (paper). 


Disposition: 


Temporary: Destroy 3 years after denial. 


DispAuthNo: 


GRS 1 , item 35a Date Edited: 4/1 7/2002 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 5- 


Foreian Service Former Soouse Health Benefit Files. 


05a(2) 




Description: 


Denied eligibility files consisting of applications [Health Benefits Registration Form 




(SF 2809)], court orders, denial letters, appeal letters, and related papers. 




a. Health benefits denied, not appealed. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary: Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


ui-ib i, nem 4ja Q ate Edited: 4/17/2002 


A-04-01 5- 


Foreign Service Former Spouse Health Benefit Files. 


05b(1)(a) 




Description: 


Denied eligibility files consisting of applications [Health Benefits Registration Form 




(SF 2809)1, court orders, denial letters, appeal letters, and related papers. 




b. Health benefits denied, appealed to OPM for reconsideration. 




(1) Appeal successful - benefits granted. 




(a) Recordkeeping copy (paper). 


Disposition: 


Temporary: Create enrollment file in accordance with FPM letter 890-35. [NOTE: 




Pursuant to FMP letter 890-35, enrollment files of spouses eligible for benefits are 




jw . m^^^ ^"^^ b a | — mm mm m mm 

transferred to OPM when former spouse cancels the enrollment, when enrollment 




is terminated by the employing office, or when former spouse begins receiving an 




annuity payment.] 


DispAuthNo: 


uhiCD i , nem jod Date Edited: 4/17/2002 


A-04-01 5- 


Foreign Service Former Spouse Health Benefit Files. 


05b(1)(b) 




Description: 


Denied eligibility files consisting of applications [Health Benefits Registration Form 




(SF 2809)], court orders, denial letters, appeal letters, and related papers. 




b. Health benefits denied, appealed to OPM for reconsideration. 




(1) Appeal successful - benefits granted. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary: Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited: 4/1 7/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 5- 


Foreign Service Former Spouse Health Benefit Files. 


05b(2)fa) 




Description: 


Denied eligibility files consisting of applications [Health Benefits Registration Form 




(SF 2809)], court orders, denial letters, appeal letters, and related papers. 




b. Health benefits denied, appealed to OPM for reconsideration. 




C?\ Annppl i mQi ipppQQfi il - hpnpfitQ Hpniprl 




(a) Recordkeeping copy (paper). 


Disposition: 


Temporary: Destroy 5 years after denial. 


DispAuthNo: 


iNi-oy-uu-io, ixem DD^aj Date Edited: 4/17/2002 


A-04-01 5- 


Foreign Service Former Spouse Health Benefit Files. 


05b(2)(b) 




Description: 


Denied eligibility files consisting of applications [Health Benefits Registration Form 




(SF 2809)], court orders, denial letters, appeal letters, and related papers. 




b. Health benefits denied, appealed to OPM for reconsideration. 




(2) Appeal unsuccessful - benefits denied. 




(b) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary: Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


GRS 1 , item 43a Date Edited- 4/1 7/2002 


A-04-01 5- 


Fnrpinn ^prvirp Rptirpmpnt ^uhippt FNpq 


06a 




Description: 


Consist of Foreign Service Retirements, Monthly Resignation Reports, Principals 




Correspondence, and Legal Determinations. 




a. Recordkeeping copy (paper). 


Disposition: 


Temporary: Destroy when 2 years old or when no longer needed, whichever is 




sooner. 


DispAuthNo: 


N1 -59-00-1 6, item 6a Date Edited: 4/1 7/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 5- 


Foreiqn Service Retirement Subject Files. 


06b 




Description: 


Consist of Foreign Service Retirements, Monthly Resignation Reports, Principals 




Correspondence, and Legal Determinations. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


1 I 1,1 1 a aW\ f-\ 1 f m II 1 II II 

Temporary: Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-1 6, item 6b Date Edited: 4/17/2002 


A-04-01 5- 


f^ivil ^prx/icp Rptirpinpnt PaQP FiIpq 
v/ivii oci vii/C ncui ciiivi ii wade riicoi 


07a 




Description: 


Contains application for retirement (OF 136) or its equivalent; health and life 




insurance forms; service history documentation; estimated calculations, etc. 




a. Recordkeeping copy (paper). 


Disposition: 


Temoorarv: Retire to RSC 2 vears after retirement of emolovee for transfer to 




WNRC. Destroy 5 years after retirement. 


DispAuthNo: 


N1 -59-00-1 6, item 7a Date Edited: 4/17/2002 


A-04-01 5- 


Civil Service Retirement Case Files. 


07b 




Description: 


Contains application for retirement (OF 136) or its equivalent; health and life 




1 r ■ i ■ i I ii a iii* i 

insurance forms; service history documentation; estimated calculations, etc. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


Temporary: Delete within 180 days after recordkeeping copy has been produced. 


DispAuthNo: 


N1 -59-00-1 6, item 7b Date Edited" 4/1 7/2002 


A-04-01 5- 


Civil Service Retirement Subipct Files 

I V 1 1 V 1 V IwV 1 Ivll ■ VI 1 IV III l/l V w 111 l&w ■ 


08a 




Description: 


Consist of Civil Service Retirements, Monthly Resignation Reports, Principals 




Correspondence, Congressional Correspondence, and Legal Determinations, etc. 




A. Recordkeeping copy (paper). 


Disposition: 


Temporary: Destroy when 2 years old or when no longer needed, whichever is 




sooner. 


DispAuthNo: 


N1 -59-00-1 6, item 8a Date Edited: 4/17/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-015- 
08b 

Description 



Disposition: 
DispAuthNo: 



Civil Service Retirement Subject Files. 

Consist of Civil Service Retirements, Monthly Resignation Reports, Principals 
Correspondence, Congressional Correspondence, and Legal Determinations, etc. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

Temporary: Delete within 180 days after recordkeeping copy has been produced. 



N1 -59-00-1 6, item 8b 



Date Edited: 



4/1 7/2002 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



External Placement 

A-04-016-01 Correspondence with Prospective Employers 



Description: 


Correspondence with colleges, universities, firms and organizations regarding job 

nnnnrti mitipQ nnt rplptpH tn inrlix/irliipl pnnlippntQ 

UppUl LUI II LICO 1 IUL ICIalCU LVJ II IVJI V IVJUCll CippilOClllLo. 


Disposition: 


Destroy when 1 year old. 


DispAuthNo: 


NN-173-148, item 1 Date Edited: 4/1/1999 


A-04-01 6-02 


Contact Lists 


Description: 


Copies of processed and printed lists, containing names, addresses and other 

infnrmatinn nn nrn^nprti\/p pmnlnx/pr^ 


DisDosition* 


Dpstrov whpn obsolptp or suoprspdpd 


DispAuthNo: 


Non-recora Date Edited: 4/1/1999 


A-04-01 6-03 


Job Resumes for Applicants 


Description: 


Copies of resumes of applicant's education, experience and other qualifications, 
prepared for applicant to send to prospective employees. 


Disposition: 


Destroy when obsolete or superseded. 


DispAuthNo: 


Non-record Date Edited: 4/1/1999 


A-04-01 6-04 


Applicant Case File 


Description: 


Correspondence with applicant, copies of job resumes and related papers. 


Disposition: 


Destroy 3 years after case becomes inactive. 


DispAuthNo: 


NN-173-148, item 2 Date Edited: 4/1/1999 



A-04-01 6-05 Student Employment Program Database. 

Description: This on-line system tracks applicants, selects and hires for each student program. It 

provides trend analysis, demographics, management reports to analyze pool and 
evaluates program results. Included in the system are applicants for Internships, 
Presidential Management Interns (PMI's), Foreign Affairs Fellowship Program 
Interns, Summer Hires, Stay-in-School (SIS) and Co-Operative Education Program 
(Co-Op). 



Disposition: 
DispAuthNo: 



TEMPORARY: Cut off file every three years. Destroy 65 years after cutoff. 



N1 -59-00-07, item 8 



Date Edited: 9/7/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 


Presidential Appointments 


A-04-01 7- 
01a 


Presidential Appointments Precedent and Policy Files. 


Description: 


Consists of correspondence, reports, studies, etc., documenting policies, 




procedures, and precedents concerning the appointment and process of 




presidential appointments. 




a. Recordkeeping copy (paper). 


Disposition: 


PERMANENT: Retire to RSC when 10 years old for transfer to WRNC. Transfer 




to National Archives when 25 years old. (NC1 -59-77-1 9, items 1a and b) 


DispAuthNo: 


N1 -59-00-1 3, item 1a rw* FHitoH- Q/?i/?nm 


A-04-01 7- 
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Presidential Appointments Precedent and Policy riles. 


01b 




Description: 


Consists of correspondence, reports, studies, etc., documenting policies, 




i i ii • i i a iii r 

procedures, and precedents concerning the appointment and process of 




|JI colUci 1 Lldl d[J[JUII III 1 ItM llo. 




b. Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




|Jl uuuoeu. 


DispAuthNo: 


N1 -59-00-1 3, item 1b Date Edited: 9/21/2001 


A-04-01 7-02 


Presidential Nominations. 


Description: 


Copies of nominations of individuals for public office sent by the President to the 




United States Senate. 


Disposition: 


PERMANENT: Retire to the RSC when 7 years old for transfer to WNRC. 


Transfer to the National Archives when 25 years old. (NC1 -59-77-1 9, items 2a 




and b) 


DispAuthNo: 


N1 -59-00-1 3, item 4 Date Edited: n/7/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 7- 
03a 

Description 



Disposition: 



DispAuthNo: 



Foreign Service Appointments/Promotions/ Assignments. 

Documentation of all aspects of appointments, promotions, and consular 
assignments of Foreign Service Officers, including interdepartmental 
correspondence, memoranda to and from the White House, 
nomination/authorization lists, and Congressional correspondence. 

a. Recordkeeping copy (paper). 

PERMANENT: Retire to RSC when 10 years old for transfer to WNRC. Transfer 
to the National Archives when 25 years old. (NC1 -59-77-1 9, item 3a and b) 



N1 -59-00-1 3, item 5a 



Date Edited: 



8/24/2001 



A-04-01 7- 
03b 

Description 



Disposition: 



DispAuthNo: 



Foreign Service Appointments/Promotions/ Assignments. 

Documentation of all aspects of appointments, promotions, and consular 
assignments of Foreign Service Officers, including interdepartmental 
correspondence, memoranda to and from the White House, 
nomination/authorization lists, and Congressional correspondence. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 3, item 5b 



Date Edited: 



9/24/2001 



A-04-01 7- 
04a 

Description 



Disposition: 



DispAuthNo: 



Miscellaneous Department of State (DOS) Appointments. 

Documentation on the appointments of Principal Officers in the DOS and individuals 
to Boards and Commissions under the jurisdiction of the DOS, e.g., fishery 
commissions, United Nations bodies, independent agencies. Includes memoranda 
to and from the White House, bio data, clearance materials, press releases, 
nominations, agreement communications, Congressional correspondence, letters of 
resignation and Presidential letters of acceptance. 

a. Recordkeeping copy (paper). 

PERMANENT: Retire to RSC when 8 years old for transfer to WNRC. Transfer to 
the National Archives when 25 years old. (NC1 -59-77-1 3, item 2a and b) 



N1 -59-00-1 3, item 3a 



Date Edited: 



9/24/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-017- 
04b 

Description 



Disposition: 



DispAuthNo: 



Miscellaneous Department of State (DOS) Appointments. 

Documentation on the appointments of Principal Officers in the DOS and individuals 
to Boards and Commissions under the jurisdiction of the DOS, e.g., fishery 
commissions, United Nations bodies, independent agencies. Includes memoranda 
to and from the White House, bio data, clearance materials, press releases, 
nominations, agreement communications, Congressional correspondence, letters of 
resignation and Presidential letters of acceptance. 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



NI-59-00-13, item 3b 



Date Edited: 



9/24/2001 



A-04-017-05 
Description: 



Disposition: 
DispAuthNo: 



Presidential Appointments Organization/Working File 

This file is essentially a working and information file duplicating the material 
contained in the Presidential Appointments Organization and Conference File (See 
Item 041704). 



Destroy 2 years after termination of appointment. 



NC1 -59-77-1 2 



Date Edited: 



4/1/1999 



A-04-01 7- 
06a 

Description 



Disposition: 



DispAuthNo: 



Presidential Appointments - Credentials File 

Consists of copies of all documentation concerned with presentation of credentials, 
including telegrams to and from posts concerning appointment, letters from 
Secretary of State to Ambassador concerning presentation of credentials and 
attendant administrative matters, copies of letters of credence and recall. 

a. Paper records. 

Destroy after it has been ascertained that reproduced copies have been made in 
accordance with GSA and NARA regulations and are adequate substitutes for the 
paper records. 



NC1 -59-77-1 3, item 3a 



Date Edited: 



4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 7- 


Presidential Appointments - Credentials File 


06b 




Description: 


Consists of copies of all documentation concerned with presentation of credentials, 




including telegrams to and from posts concerning appointment, letters from 




Secretary of State to Ambassador concerning presentation of credentials and 




pttpnrlpnt prlminiQtrptix/p mpttprQ r*nnipQ nf IpttprQ nf nrprlpnnp pnrl tpppII 

dLLC-IIUClllL CL\J\ 1 III No LI CILI V C 1 1 ICllLCI O, V_»C[JI CO Ul ICLLCI o \J\ Ol CUCI IV/C O.IIU IC-OCIM. 




b. Microfilm copies. 


Disposition: 


TEMPORARY. Destroy 1 0 years after termination of appointment. 


DispAuthNo: 


NC1 -59-77-1 3, item 3b noto PHitorj- /i/-i/-iqqq 


A-04-01 7- 


Rp^innatinn I pttpi*^ anri I Pttpi-Q nf Arrpntanrp 


07a 




Description: 


Copies of letters of resignation of Presidential Appointments and related 




acceptance letters. The original letter of resignation and record copy of Presidential 




acceptance is on file at the White House or appropriate Presidential Library. 




a. raper records. 


Disposition: 


Destroy after it has been ascertained that reproduced copies have been made in 




accordance with GSA and NARA regulations and are adequate substitutes for the 




paper records. 


DispAuthNo: 


NC1-59-77-13, item 4a Date Edited: 4/1/1999 


A-04-01 7- 


Resignation Letters and Letters of Acceptance 


07b 




Description: 


Copies of letters of resignation of Presidential Appointments and related 




acceptance letters. The original letter of resignation and record copy of Presidential 




acceptance is on file at the White House or appropriate Presidential Library. 




d. MicroTiim copies. 


Disposition: 


Destroy when 10 years old. 


DispAuthNo: 


NC1 -59-77-1 3, item 4b Date Edited: 4/1/1999 


A-04-01 7- 


Presidential Nominations - Copies of Presidential nominations of individuals 


08a 


for public office 


Description: 


a. Paper records. 


Disposition: 


Destroy after it has been ascertained that reproduced copies have been made in 




accordance with GSA and NARA regulations and are adequate substitutes for the 




paper records. 


DispAuthNo: 


NC1 -59-77-1 3, item 4a Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 7- 
08b 

Description: 

Disposition: 
DispAuthNo: 



Presidential Nominations - Copies of Presidential nominations of individuals 
for public office 

b. Microfilm copies. 



TEMPORARY. Destroy when 10 years old. 



NC1 -59-77-1 3, item 4b 



Date Edited: 



4/1/1999 



A-04-01 7- 
09a 

Description 



Disposition: 



DispAuthNo: 



Ambassador Appointments. 

Consist of documentation on bilateral/multilateral ambassadorial appointments, as 
well as ranks and personal ranks of ambassador. Includes memoranda to and from 
the White House, bio data, press releases, nominations, clearance materials, 
agreement communications, Congressional correspondence, letters of resignation, 
and Presidential letters of acceptance, and clearance materials. [Note: Original 
letters of resignation and Presidential acceptance letters are on file at the White 
House or appropriate Presidential Library.] 

a. Recordkeeping copy (paper). 

PERMANENT: Retire to RSC when 8 years old for transfer to WNRC. Transfer to 
the National Archives when 25 years old. (NC1 -59-77-1 9, item 3a and b) 



N1 -59-00-1 3, item 2a 



Date Edited: 



9/24/2001 



A-04-01 7- 
09b 

Description: 



Disposition: 



DispAuthNo: 



Ambassador Appointments. 

Consist of documentation on bilateral/multilateral ambassadorial appointments, as 
well as ranks and personal ranks of ambassador. Includes memoranda to and from 
the White House, bio data, press releases, nominations, clearance materials, 
agreement communications, Congressional correspondence, letters of resignation, 
and Presidential letters of acceptance, and clearance materials. [Note: Original 
letters of resignation and Presidential acceptance letters are on file at the White 
House or appropriate Presidential Library.] 

b. Electronic version of records created by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 3, item 2b 



Date Edited: 



9/24/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-017-10 
Description: 

Disposition: 
DispAuthNo: 



Oaths of Office 

Appointment Affidavit (SF-61), executed by individuals appointed by the President 
for public office. 

PERMANENT: Retire to RSC when 15 years old for transfer to WNRC. Transfer 
to the National Archives when 25 years old. (NC1 -59-77-1 9, item 4a and b) 



N1 -59-00-1 3, item 6 



Date Edited: 



9/24/2001 



A-04-017-11 
Description: 

Disposition: 
DispAuthNo: 



Senate Resolutions on Presidential Appointments. 

Original resolutions providing advice and consent of the United States Senate to the 
appointment by the President of individuals to public office. 

PERMANENT: Retire to RSC when 5 years old for transfer to WNRC. Transfer to 
the National Archives when 25 years old. (NC1 -59-77-1 9, item 5a and b) 



N1 -59-00-1 3, item 7 



Date Edited: 



9/24/2001 



A-04-01 7- 
12a 

Description 



Disposition: 



DispAuthNo: 



Miscellaneous Presidential Appointment Commissions 

Copies of commissions of heads of independent Government agencies, Cabinet 
officers, Presidential appointees in the Department of State, Executive Office of the 
President, Honorary Commissions, and other Government offices. 

a. Paper records. 

Destroy after it has been ascertained that reproduced copies have been made in 
accordance with GSA and NARA regulations and are adequate substitutes for the 
paper records. 



NC1 -59-77-1 9, item 6a 



Date Edited: 



4/1/1999 



A-04-01 7- 
12b 

Description 



Disposition: 
DispAuthNo: 



Miscellaneous Presidential Appointment Commissions 

Copies of commissions of heads of independent Government agencies, Cabinet 
officers, Presidential appointees in the Department of State, Executive Office of the 
President, Honorary Commissions, and other Government offices. 

b. Microfilm copies: Silver original and positive vesicular microfilm copy. 
Permanent. Transfer to NARA on verification of microfilm. 



NC1 -59-77-1 9, item 6b 



Date Edited: 



4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-01 7- 


Summary Record on Appointments 


1 Oct 




Description: 


Summary records containing information on laws establishing the Commissions and 




Presidential appointments to the Commissions. 




a. Paper records. 


Disposition: 


Destroy after it has been ascertained that reproduced copies have been made in 




accordance with GSA and NARA regulations and are adequate substitutes for the 




paper records. 


DispAuthNo: 


NC1 -59-77-1 9, item 7a Date Edited: 4/1/1999 


A-04-01 7- 


Summary Record on Appointments 


13b 




Description: 


Summary records containing information on laws establishing the Commissions and 


Presidential appointments to the Commissions. 




b. Microfilm copies: Silver original and positive vesicular microfilm copy. 


Disposition: 


Permanent. Transfer to NARA on verification of microfilm. 


DispAuthNo: 


NC1 -59-77-1 9, item 7b Date Edited: 4/1/1999 



A-04-01 7-1 4 Card File Index. 

Description: Contains appointment data on Presidential appointments i.e., Foreign Service 

appointments, promotions, and assignments; ambassadorial appointments; Cabinet 
officers; all other civil officers appointed by the President whose commissions are 
not required by the law to be issued under another seal. 



Disposition: 
DispAuthNo: 



PERMANENT: Retire to RSC when 10 years old for transfer to WNRC. Transfer 
to the National Archives when 25 years old. (NC1 -59-77-1 9, item 13) 



N1 -59-00-1 3, item 9 



Date Edited: 9/24/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-017- 
15a 

Description 



Disposition: 



DispAuthNo: 



Foreign Service Appointments 

Copies of all documentation concerned with the appointment of officers in the 
Foreign Service, with their promotion from one class to another, and with the 
appointment of Reserve and Staff Officers as diplomatic and/or consular officers. 
Includes interdepartmental memorandums, staff studies, memorandums from the 
President, and Senatorial letters. 

a. Paper records. 

Destroy after it has been ascertained that reproduced copies have been made in 
accordance with GSA and NARA regulations and are adequate substitutes for the 
paper records. 



NC1 -59-77-1 9, item 8a 



Date Edited: 



4/1/1999 



A-04-017- 
15b 

Description 



Disposition: 
DispAuthNo: 



Foreign Service Appointments 

Copies of all documentation concerned with the appointment of officers in the 
Foreign Service, with their promotion from one class to another, and with the 
appointment of Reserve and Staff Officers as diplomatic and/or consular officers. 
Includes interdepartmental memorandums, staff studies, memorandums from the 
President, and Senatorial letters. 

b. Microfilm copies: Silver original and positive vesicular microfilm copy. 
Permanent. Transfer to NARA on verification of microfilm. 



NC1 -59-77-1 9, item 8b 



Date Edited: 



4/1/1999 



A-04-017-16 
Description: 



Disposition: 



DispAuthNo: 



Presidential Appointment Law Books. 

These books contain summaries of the laws establishing positions, boards, 
commissions, etc., to which the President makes appointments. Appointment data, 
e.g., name, appointment date, term, is also entered into the law books. 

PERMANENT: Retire to the RSC when 15 years old for transfer to WNRC. 
Transfer to the National Archives when 25 years old. 



N1 -59-00-1 3, item 8 



Date Edited: 



9/25/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 7- 


Grpat ^pal nf thp Unitpri ^tatp*? 


17a(1) 




Description: 


a. Subject Files. Historical records on the Great Seal of the United States, includes 


speeches, tapes, and photos, etc. 




(1) Recordkeeping copy (paper). 


Disoosition: 


PERMANENT: Retire to RSC when 10 years old for transfer to WNRC. Transfer 


to the National Archives when 20 years old. 


DispAuthNo: 


N1 -59-00-1 3, item 10a(1) nato PHit^H- Q/9R/9nm 


A-04-01 7- 


Great Seal of the United States. 






Description: 


a. Subject Files. Historical records on the Great Seal of the United States, includes 


speeches, tapes, and photos, etc. 




(^) electronic version of records generated by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 10a(2) Date Edit ed: 6/27/2007 


A-04-01 7- 


Great Seal of the United States. 






Description: 


b. Working rile. Working and information tile consisting ot material duplicated trom 




thp firpat 9ppjI nf thp 1 Initprl 9tatp<; 9nhiprt Filp 

IMC 1 CO. L OCCll L/l LI IC LJIIILCVJ O laLCO OUUJCul 1 IIC 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when no longer needed for reference purposes. 


DispAuthNo: 


N1 -59-00-1 3, item 10b(1) n a *o thi^h- Q/oR/onm 

iiwin w ^\ ■ / uaie toiieo. y/^o/^uui 


A-04-01 7- 


Great Seal of the United States. 






Description: 


b. Working File. Working and information file consisting of material duplicated from 




the Great Seal of the United States Subject File. 




(2) Electronic version of records generated by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-1 3, item 10b(2) Date Ed jted: 9/25/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-017- 
18a 

Description 



Disposition: 



DispAuthNo: 



Presidential Appointment Commission Books. 

These books contain the typed texts of the appointment commissions of Cabinet 
Officers, DOS Principal Officers, heads of independent agencies, White House 
commissioned staff officers and other individuals appointed by the President to 
public office. 

a. Recordkeeping copy (paper). 

PERMANENT: Retire to RSC when 15 years old for transfer to WNRC. Transfer 
to the National Archives when 25 years old. 



N1 -59-00-1 3, item 11a 



Date Edited: 



9/25/2001 



A-04-01 7- 
18b 

Description 



Disposition: 



DispAuthNo: 



Presidential Appointment Commission Books. 

These books contain the typed texts of the appointment commissions of Cabinet 
Officers, DOS Principal Officers, heads of independent agencies, White House 
commissioned staff officers and other individuals appointed by the President to 
public office. 

b. Electronic version of records generated by electronic mail and word processing 
applications. 

TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 
produced. 



N1 -59-00-1 3, item 11b 



Date Edited: 



9/25/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



Title and Rank 




A-04-0l8-la 


Title and Rank Policv Files. 


Description: 


Correspondence, reports, forms and other documentation dealing with general and 




specific country policies, procedures, precedents, agreements, etc., concerning 




diplomatic and consular titles for Foreign Service and other Federal agency 




personnel. 




a. ncuurut\ccpii iy uupy ^pdpcij. 


Disposition: 


PERMANENT: Retire inactive files to RSC when 10 years old for transfer to 


\ A / K 1 mm mm. mm*. — -f X _ J. |_ _ K 1 J- ' — — 1 A 1 ' _ _ _ ___ |_. . f\ ^™ - - — — B- _ _ 1 — J / K 1 K 1 A /"^ A /"^ 

WNRC. Transfer to the National Archives when 25 years old. (RRP-NN-464-6, 




item 3a) 


DispAuthNo: 


Ni -oy-uu-i o, item ua Date Edited: 9/25/2001 


A-04-018-1b 


Title and Rank Policv Files. 


Description: 


Correspondence, reports, forms and other documentation dealing with general and 




specific country policies, procedures, precedents, agreements, etc., concerning 




diplomatic and consular titles for Foreign Service and other Federal agency 




personnel. 




d. Liectronic version ot records created oy electronic man ana word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DisoAuthNo: 


N1 -59-00-1 3, item 13b Date Edited: 9/25/2001 


A-04-018- 


Title and Rank Case Files. 


2a(1) 




Description: 


Correspondence, working papers and other documentation concerning the approval 




of titles for specific positions at Foreign Service posts. 




a. State Department personnel. 




(1) Recordkeeping copy (paper). 


Disposition: 


TEMPORARY: Destroy when 2 years old. (NN-173-176, item 3a) 


DispAuthNo: 


N1 -59-00-1 3, item 14a(1) Date Edited: 9/25/2001 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



a e\ a e\ -i o 

A-04-01 o- 


Title and Rank Case Files. 






Description: 


Correspondence, working papers and other documentation concerning the approval 




of titles for specific positions at Foreign Service posts. 




a. State Department personnel. 




(^j Liectronic version ot records created uy electronic man ana word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DisnAuthNo* 


KM CO C\C\ HO !lnm •iAnl r i\ 

N1 -59-00-1 3, item 14a(2) Date Edited: 9/25/2001 


A-04-01 8- 


Title and Rank Case Files. 


2b(1) 




Description: 


Correspondence, working papers and other documentation concerning the approval 




of titles for specific positions at Foreign Service posts. 




h Othpr FpHptpI snpnrv nprQnnnpl 
vj. v_/ li i ci i cuci ai dyciiuy fjci oui 1 1 1 ci . 




(1) Recordkeeping copy (paper). 


Disposition: 


1 LMrUKAKY. Destroy when 1 year old. (NN-1 73-1 76, item 3b) 


DispAuthNo: 


N1 -59-00-1 3, item 14b(1) Date Edited: 10/1/2001 


A-04-01 8- 


Title and Rank Case Files. 






Description: 


Correspondence, working papers and other documentation concerning the approval 




of titles for specific positions at Foreign Service posts. 




b. Other Federal agency personnel. 




(2) Electronic version of records created by electronic mail and word processing 




applications. 


Disposition: 


TEMPORARY: Destroy/delete within 180 days after recordkeeping copy has been 




produced. 


DispAuthNo: 


N1 -59-00-13, item 14b(2) Date Edited: 10/1/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-018-3 
Description: 

Disposition: 
DispAuthNo: 



Title and Rank Card File. 

Includes data on all aspects of title and rank actions at a particular post. 

PERMANENT: Retire to the RSC 2 years after separation or transfer of employee 
to WNRC. Transfer to the National Archives when 25 years old. 



N1 -59-00-1 3, item 12 



Date Edited: 



9/25/2001 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



Equal Employment Opportunity Records 



A-04-01 9-02 


Copies of Complaint Case Files 


Description: 


Duplicate case files or documents pertaining to case files retained in Official File 
Discrimination Complaint Case Files. 


UlbpUolUUII. 


L/CoLIUy I yCcll cultM I coUl UUUI I Ul Uaoc. 


DispAuthNo: 


GRS 1 , item 25b Date Edited: 4/1 /1 999 


A-04-01 9-03 


Backnround Files 


Description: 


Background records not filed in the Official Discrimination Complaint Case Files. 


Disposition: 


Destroy 2 years after final resolution of case. 


DispAuthNo: 


UHb 1 , item ^bc Date Edited: 4/1/1999 


A-04-01 9- 
04a 


Compliance Records. 


Description: 


a. Compliance Review Files. Reviews, background papers and correspondence 
relating to contractor employment practices. 


Disposition: 


Destroy when 7 years old. 


DispAuthNo: 


GRS 1, item 25d(1) Date Edited: 4/1/1999 


A-04-01 9- 
04b 


f^nmnlianpp RppnrriQ 


Description: 


b. EEO Compliance Reports. Reviews, background papers and correspondence 
relating to contractor employment practices. 


Disposition: 


Destroy when 3 years old. 


DispAuthNo: 


GRS 1 , item 25d(2) Date Edited: 4/1/1999 


A-04-01 9-05 


Employee Housing Requests 


Description: 


Forms requesting agency assistance in housing matters, such as rental or purchase, 


Disposition: 


Destroy when 1 year old. 


DispAuthNo: 


GRS 1 , item 25e Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 




Chapter 04: Personnel Records 



A-04-01 9-06 


Employment Statistics Files 


Description: 


Employment statistics relating to race and sex. 


DisDosition - 

fc^ 1 w wi llv lis 


Destrov when 5 vears old 


DispAuthNo: 


GRS 1 , item 25f Date Edited: 4/1/1999 


A-04-01 9-07 


EEO General Files 


Description: 


General correspondence and copies of regulations with related records pertaining 




to the Civil Rights Act of 1964, the EEO Act of 1972, and any pertinent later 




legislation; and agency EEO Committee meeting records including minutes and 




reports. 


Disposition: 


Destroy when 3 years old, or when superseded or obsolete, whichever is 




applicable. 


DispAuthNo: 


GRS 1 , item 25g Date Edited: 6/27/2007 


A-04-01 9- 


EEO Affirmative Action Plans (AAP) 


08a 






o Anpnrv pnn\/ nf pnnQnlirlptpH AAP(q^ 


Disposition: 


Destroy 5 years from date of plan. 


DispAuthNo: 


GRS 1, item 25h(1) Date Edited: 4/1/1999 


A-04-01 9- 


EEO Affirmative Action Plans (AAP) 


08b 




Dp^p rintin n ■ 


h Anpnrv fppdpr nlan to ronsolidatp AAPte^ 


Disposition: 


Destroy 5 years from date of feeder plan or when administrative purposes have 




hoon cptv/pH xA/hiphpy/pr ic connor 

UCCl 1 ocl VCU, VVI MUI ICVCI lo oUUI lt-1 . 


DispAuthNo: 


GRS 1, item 25h(2) Date Edited: 4/1/1999 


A-04-01 9-1 


Official Discrimination Complaint Case Files 


Description: 


Originating agency's file containing complaints with related correspondence, 




reports, exhibits, withdrawal notices, copies of decisions, records of hearings and 




meetings, and other records as described in 29 CFR 1613.222. Cases resolved 




within the agency, by EEOC, or by a U.S. Court. 


Disposition: 


Destroy 4 years after resolution of case. 



DispAuthNo: GRS 1, item 25a Date Edited: 4/1/1999 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



Office of Civil Service Human Resource Management, Career Development Division 



A-04-020-01 
Description: 



Disposition: 
DispAuthNo: 



Career Development Resource Center (CDRC) Client Files 

Includes files on Foreign Service and Civil Service employees, as well as Eligible 
Family Members, Interns/Fellows, and Contractors, who seek career development 
assistance from the Department's Career Development Resource Center. Files are 
arranged by name and date, and contain client information sheet and CDRC 
registration form. May also contain email correspondence, counseling session 
notes, results of assessment tools such as the, Strong Interests Inventory, Myers- 
Briggs Type Indicator, and Thomas Kilman Conflict Mode Instrument, employee's 
resume, coaching report, and client feedback. 

TEMPORARY: Destroy three (3) years after date of last action. 



GRS 1 , item 26a 



Date Edited: 



8/1 3/2009 



A-04-020-02 Workshop Files 

Description: Includes a file on each training workshop presented by the CDRC. Files are 

arranged by month, and contain sign-in sheet showing title of workshop, presenter's 
name, date, location, attendee listing by bureau, and tally. File also includes 
anonymous course evaluations prepared by attendees. 

Disposition: TEMPORARY: Destroy when three (3) years old. 

DispAuthNo: GRS 1 , item 29a(2) Date Edited: 8 /1 3/2009 



A-04-020-03 
Description: 



Disposition: 
DispAuthNo: 



Workshop Presentation Files 

Includes course presentation files consisting of material used by instructor for each 
workshop offered by the Center. Materials include instructor's materials and 
handouts developed by the CDRC. 

TEMPORARY: Destroy when three (3) years old or when superseded. 



N1 -059-09-46 



Date Edited: 



2/1/2010 



A-04-020-04 CDRC Statistical Reports 

Description: Files include (1) CDRC customer service evaluations and summary reports 

produced from the CDRC database; (2) evaluations prepared by International 
Broadcasting Bureau (IBB) clients who receive assistance from the CDRC, (3) 
counselor monthly production reports (includes name of client served, date of 
session, totals, and other activities of counselor and (4) reports on special 
counseling support initiatives. Post 2004 data is being entered into the CDRC 
Database. 



Disposition: 
DispAuthNo: 



TEMPORARY: Destroy when two (2) years old. 



GRS 1, item 16 



Date Edited: 8/13/2009 



U.S. Department of State Records Schedule 



Chapter 04: Personnel Records 



A-04-020-05 



CDRC Database 



Description 



Disposition: 



DispAuthNo: 



The CDRC Database is an Access program designed to track, monitor, and report 
on services provided to Department employees by the CDRC based on client file 
information. The database is used to store Sign-In Data (includes category of 
employee (CS or FS), date, employee's bureau, service received, new or repeat 
customer); Counseling Appointment Data (counselor access only; shows type of 
service sought); CDRC Workshop Data; and Statistical Reports (currently 12 
reports can be produced to provide data for management purposes). 

TEMPORARY: Destroy or delete when two (2) years old, or two (2) years after 
the date of latest entry, whichever is applicable. 



GRS 23, item 8 



Date Edited: 



8/1 3/2009 



A-04-020-06 
Description: 

Disposition: 
DispAuthNo: 



CDRC Office Administrative Files 

Files related to day-to-day administration of the CDRC. Includes appointment 
schedules, sign-in sheets, forms, and handouts. 

TEMPORARY: Destroy when two (2) years old or no longer needed. 



GRS 23, item 1 



Date Edited: 



8/1 3/2009 



